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Student Handout 1
Advance Sheet

Lesson Hours This lesson consists of two hours and fifteen minutes of small group instruction and
a thirty-five minute practical exercise.

Overview As a platoon sergeant or leader in charge of a platoon size element, you are
responsible for the development of leadership qualities in your subordinates. You
are responsible for developing these soldiers utilizing army leadership policies. You
will plan, observe, record, and assess a subordinate's behavior IAW the 23 core
leadership dimensions.  This results in a Plan of Action for leadership development,
acceptable to the subordinate.  This task is completed in a classroom environment,
given instruction about emerging leadership doctrine outlined in FM 22-100, Army
Leadership.  Small group discussions and the use of practical exercises to conduct
these tasks within a specified time limit.

Learning
Objective The Terminal Learning Objective (TLO).

Action: Provide assessments to develop a subordinate.

Conditions:
As a platoon sergeant or leader of a platoon size element, given
instruction about emerging leadership doctrine, and Army
leadership policy given FM 22-100.

Standards: Conducted a formal evaluation of a subordinate for leadership
development IAW FM 22-100 and within the specified time.

ELO A Explain leader values, attributes, skills, and actions, their relevancy to
leader duties and responsibilities, and the framework they provide for developing
leaders.
ELO B Explain the observe, assess, coach and counsel model (O/A/C/C) and
how it is used to improve leadership performance and potential.
ELO C Assess subordinate performance.
ELO D    Develop an assessment summary.

Assignment Before class--

�� Read FM 22-100, Chapter 2, and Appendixes B and C.
�� Complete PE- 2, PE-3, PE-4, and PE-5.

Additional
Subject Area
Resources

None

Bring to Class �� FM 22-100
�� All advanced readings.
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Student Handout 2 

This Student
Handout
Contains

This student handout contains 59 pages of extracted material from FM 22-100.

Title/Synopsis Pages
Chapter 2 2-1 thru 2-28
Appendix B B-1 thru B-8
Appendix C C-1 thru C-23

Disclaimer:  The training developer downloaded this extract from
http://155.217.58.58/atdls.htm. The text may contain passive voice, misspellings,
grammatical errors, etc., and may not be in compliance with the Army Writing Style
Program.
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CHAPTER 2

The Leader and Leadership:
What the Leader Must Be, Know, and Do

I do solemnly swear (or affirm) that I will support and defend the Constitution of the United
States against all enemies, foreign and domestic; that I will bear true faith and allegiance to
the same; and that I will obey the orders of the President of the United States and the orders of
the officers appointed over me, according to regulations and the Uniform Code of Military
Justice. So help me God.

Oath of Enlistment

I [full name], having been appointed a [rank] in the United States Army, do solemnly swear
(or affirm) that I will support and defend the Constitution of the United States against all
enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I
take this obligation freely, without any mental reservation or purpose of evasion, and that I
will well and faithfully discharge the duties of the office upon which I am about to enter. So
help me God.

Oath of office taken by commissioned officers and DA civilians

2-1. Beneath the Army leadership framework

shown in Figure 1-1, 30 words spell out your job

as a leader: Leaders of character and com-

petence act to achieve excellence by

developing a force that can fight and win

the nation’s wars and serve the common

defense of the United States. There’s a lot

in that sentence. This chapter looks at it in

detail.

2-2. Army leadership doctrine addresses what

makes leaders of character and competence and

what makes leadership. Figure 2-1 highlights

these values and attributes. Remember from

Chapter 1 that character describes what leaders

must BE; competence refers to what leaders

must KNOW; and action is what leaders must

DO. Although this chapter discusses these con-

cepts one at a time, they don’t stand alone; they

are closely connected and together make up

who you seek to be (a leader of character and

competence) and what you need to do (leader-

ship).
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SECTION I

CHARACTER: WHAT A LEADER MUST BE

Everywhere you look—on the fields of athletic competition, in combat training, operations,
and in civilian communities—soldiers are doing what is right.

Former Sergeant Major of the Army
Julius W. Gates

2-3. Character—who you are—contributes sig-

nificantly to how you act. Character helps you

know what’s right and do what’s right, all the

time and at whatever the cost. Character is

made up of two interacting parts: values and at-

tributes. Stephen Ambrose, speaking about the

Civil War, says that “at the pivotal point in the

war it was always the character of individuals

that made the difference.” Army leaders must

be those critical individuals of character them-

selves and in turn develop character in those

they lead. (Appendix E discusses character de-

velopment.)

ARMY VALUES

2-4. Your attitudes about the worth of people,

concepts, and other things describe your values.

Everything begins there. Your subordinates en-

ter the Army with their own values, developed

in childhood and nurtured through experience.

All people are all shaped by what they’ve seen,

what they’ve learned, and whom they’ve met.

But when soldiers and DA civilians take the

oath, they enter an institution guided by Army

values. These are more than a system of rules.

They’re not just a code tucked away in a drawer

or a list in a dusty book. These values tell you

what you need to be, every day, in every action

you take. Army values form the very identity of

the Army, the solid rock upon which everything

else stands, especially in combat. They are the

glue that binds together the members of a noble

profession. As a result, the whole is much

greater than the sum of its parts. Army values

are nonnegotiable: they apply to everyone and

in every situation throughout the Army.

2-5. Army values remind us and tell the rest of

the world—the civilian government we serve,

the nation we protect, even our enemies—who

we are and what we stand for. The trust soldiers

and DA civilians have for each other and the

trust the American people have in us depends

on how well we live up to Army values. They are

the fundamental building blocks that enable us

to discern right from wrong in any situation.

Army values are consistent; they support one

another. You can’t follow one value and ignore

another.

2-6. Here are the Army values that guide you,

the leader, and the rest of the Army. They form

the acronym LDRSHIP:

2-2 FM 22-100

What the Leader Must Be, Know, and Do

to Achieve Excellenceto Achieve Excellence

THE LEADERTHE LEADER
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2-7. The following discussions can help you un-

derstand Army values, but understanding is

only the first step. As a leader, you must not

only understand them; you must believe in

them, model them in your own actions, and

teach others to accept and live by them.

LOYALTY

Bear true faith and allegiance to the US

Constitution, the Army, your unit,

and other soldiers.

Loyalty is the big thing, the greatest battle asset

of all. But no man ever wins the loyalty of troops

by preaching loyalty. It is given to him as he

proves his possession of the other virtues.

Brigadier General S. L. A. Marshall
Men Against Fire

2-8. Since before the founding of the republic,

the Army has respected its subordination to its

civilian political leaders. This subordination is

fundamental to preserving the liberty of all

Americans. You began your Army career by

swearing allegiance to the Constitution, the ba-

sis of our government and laws. If you’ve never

read it or if it has been a while, the Constitution

is in Appendix F. Pay particular attention to Ar-

ticle I, Section 8, which outlines congressional

responsibilities regarding the armed forces, and

Article II, Section 2, which designates the presi-

dent as commander in chief. Beyond your alle-

giance to the Constitution, you have an

obligation to be faithful to the Army—the insti-

tution and its people—and to your unit or or-

ganization. Few examples illustrate loyalty to

country and institution as well as the example

of GEN George Washington in 1782.

2-9. GEN Washington’s example shows how

the obligation to subordinates and peers fits in

the context of loyalty to the chain of command

and the institution at large. As commander of

the Continental Army, GEN Washington was

obligated to see that his soldiers were taken

care of. However, he also was obligated to

ensure that the new nation remained secure

and that the Continental Army remained able

to fight if necessary. If the Continental Army

had marched on the seat of government, it may

well have destroyed the nation by undermining

the law that held it together. It also would have

destroyed the Army as an institution by de-

stroying the basis for the authority under

which it served. GEN Washington realized

these things and acted based on his knowledge.

Had he done nothing else, this single act would

have been enough to establish GEN George

Washington as the father of his country.

Army Leadership 2-3
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GEN Washington at Newburgh

Following its victory at Yorktown in 1781, the Continental Army set up camp at Newburgh, New
York, to wait for peace with Great Britain. The central government formed under the Articles of
Confederation proved weak and unwilling to supply the Army properly or even pay the soldiers who
had won the war for independence. After months of waiting many officers, angry and impatient,
suggested that the Army march on the seat of government in Philadelphia, Pennsylvania, and force
Congress to meet the Army’s demands. One colonel even suggested that GEN Washington become
King George I.

Upon hearing this, GEN Washington assembled his officers and publicly and emphatically rejected
the suggestion. He believed that seizing power by force would have destroyed everything for which the
Revolutionary War had been fought. By this action, GEN Washington firmly established an enduring
precedent: America’s armed forces are subordinate to civilian authority and serve the democratic
principles that are now enshrined in the Constitution. GEN Washington’s action demonstrated the
loyalty tocountry that theArmy must maintain inorder toprotect the freedom enjoyed byallAmericans.



2-10. Loyalty is a two-way street: you should

not expect loyalty without being prepared to

give it as well. Leaders can neither demand loy-

alty nor win it from their people by talking

about it. The loyalty of your people is a gift they

give you when, and only when, you deserve

it—when you train them well, treat them fairly,

and live by the concepts you talk about. Leaders

who are loyal to their subordinates never let

them be misused.

2-11. Soldiers fight for each other—loyalty is

commitment. Some of you will encounter the

most important way of earning this loyalty:

leading your soldiers well in combat. There’s no

loyalty fiercer than that of soldiers who trust

their leader to take them through the dangers

of combat. However, loyalty extends to all mem-

bers of an organization—to your superiors and

subordinates, as well as your peers.

2-12. Loyalty extends to all members of all

components of the Army. The reserve compo-

nents—Army National Guard and Army Re-

serve—play an increasingly active role in the

Army’s mission. Most DA civilians will not be

called upon to serve in combat theaters, but

their contributions to mission accomplishment

are nonetheless vital. As an Army leader, you’ll

serve throughout your career with soldiers of

the active and reserve components as well as

DA civilians. All are members of the same team,

loyal to one another.

DUTY

Fulfill your obligations.

The essence of duty is acting in the absence of

orders or direction from others, based on an

inner sense of what is morally and

professionally right....
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2-13. Duty begins with everything required of

you by law, regulation, and orders; but it

includes much more than that. Professionals do

their work not just to the minimum standard,

but to the very best of their ability. Soldiers and

DA civilians commit to excellence in all aspects

of their professional responsibility so that when

the job is done they can look back and say, “I

couldn’t have given any more.”

2-14. Army leaders take the initiative, figuring

out what needs to be done before being told

what to do. What’s more, they take full respon-

sibility for their actions and those of their subordi-

nates. Army leaders never shade the truth to

make the unit look good—or even to make their

subordinates feel good. Instead, they follow their

higher duty to the Army and the nation.

2-15. CPT McConnell understood and fulfilled

her duty to the Army and to the soldiers she

supported in ways that went beyond her medi-

cal training. A leader’s duty is to take charge,

even in unfamiliar circumstances. But duty

isn’t reserved for special occasions. When a pla-

toon sergeant tells a squad leader to inspect

weapons, the squad leader has fulfilled his

minimum obligation when he has checked the

weapons. He’s done what he was told to do. But

if the squad leader finds weapons that are not

clean or serviced, his sense of duty tells him to

go beyond the platoon sergeant’s instructions.

The squad leader does his duty when he cor-

rects the problem and ensures the weapons are

up to standard.

2-4 FM 22-100

What the Leader Must Be, Know, and Do

Duty in Korea

CPT Viola B. McConnell was the only Army nurse on duty in Korea in July of 1950. When
hostilities broke out, she escorted nearly 700 American evacuees from Seoul to Japan aboard a
freighter designed to accommodate only 12 passengers. CPT McConnell assessed priorities for care
of the evacuees and worked exhaustively with a medical team to care for them. Once in Japan, she
requested reassignment back to Korea. After all she had already done, CPT McConnell returned to
Taejon to care for and evacuate wounded soldiers of the 24th Infantry Division.



2-16. In extremely rare cases, you may receive

an illegal order. Duty requires that you refuse

to obey it. You have no choice but to do what’s

ethically and legally correct. Paragraphs 2-97

through 2-99 discuss illegal orders.

RESPECT

Treat people as they should be treated.

The discipline which makes the soldiers of a free

country reliable in battle is not to be gained by

harsh or tyrannical treatment. On the contrary,

such treatment is far more likely to destroy than

to make an army. It is possible to impart

instruction and to give commands in such

manner and such a tone of voice to inspire in the

soldier no feeling but an intense desire to obey,

while the opposite manner and tone of voice

cannot fail to excite strong resentment and a

desire to disobey. The one mode or the other of

dealing with subordinates springs from a

corresponding spirit in the breast of the

commander. He who feels the respect which is

due to others cannot fail to inspire in them

regard for himself, while he who feels, and

hence manifests, disrespect toward others,

especially his inferiors, cannot fail to inspire

hatred against himself.
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2-17. Respect for the individual forms the basis

for the rule of law, the very essence of what

makes America. In the Army, respect means

recognizing and appreciating the inherent dig-

nity and worth of all people. This value reminds

you that your people are your greatest resource.

Army leaders honor everyone’s individual

worth by treating all people with dignity and

respect.

2-18. As America becomes more culturally

diverse, Army leaders must be aware that they

will deal with people from a wider range of eth-

nic, racial, and religious backgrounds. Effective

leaders are tolerant of beliefs different from

their own as long as those beliefs don’t conflict

with Army values, are not illegal, and are not

unethical. As an Army leader, you need to avoid

misunderstandings arising from cultural

differences. Actively seeking to learn about peo-

ple and cultures different from your own can

help you do this. Being sensitive to other cul-

tures can also aid you in counseling your people

more effectively. You show respect when you

seek to understand your people’s background,

see things from their perspective, and appreci-

ate what’s important to them.

2-19. As an Army leader, you must also foster

a climate in which everyone is treated with

dignity and respect regardless of race, gender,

creed, or religious belief. Fostering this cli-

mate begins with your example: how you live

Army values shows your people how they

should live them. However, values training is

another major contributor. Effective training

helps create a common understanding of

Army values and the standards you expect.

When you conduct it as part of your regular

routine—such as during developmental coun-

seling sessions—you reinforce the message

that respect for others is part of the character

of every soldier and DA civilian. Combined

with your example, such training creates an

organizational climate that promotes consid-

eration for others, fairness in all dealings, and

equal opportunity. In essence, Army leaders

treat others as they wish to be treated.

2-20. As part of this consideration, leaders cre-

ate an environment in which subordinates are

challenged, where they can reach their full po-

tential and be all they can be. Providing tough

training doesn’t demean subordinates; in fact,

building their capabilities and showing faith in

their potential is the essence of respect. Effective

leaders take the time to learn what their subor-

dinates want to accomplish. They advise their

people on how they can grow, personally and

professionally. Not all of your subordinates will

succeed equally, but they all deserve respect.

2-21. Respect is also an essential component

for the development of disciplined, cohesive,

and effective warfighting teams. In the deadly

confusion of combat, soldiers often overcome

incredible odds to accomplish the mission and

protect the lives of their comrades. This spirit of

selfless service and duty is built on a soldier’s

personal trust and regard for fellow soldiers. A

leader’s willingness to tolerate discrimination

Army Leadership 2-5
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or harassment on any basis, or a failure to culti-

vate a climate of respect, eats away at this trust

and erodes unit cohesion. But respect goes be-

yond issues of discrimination and harassment;

it includes the broader issue of civility, the way

people treat each other and those they come in

contact with. It involves being sensitive to di-

versity and one’s own behaviors that others

may find insensitive, offensive, or abusive. Sol-

diers and DA civilians, like their leaders, treat

everyone with dignity and respect.

SELFLESS SERVICE

Put the welfare of the nation, the Army,

and subordinates before your own.

The nation today needs men who think in terms

of service to their country and not in terms of

their country’s debt to them.

General of the Army Omar N. Bradley

2-22. You have often heard the military

referred to as “the service.” As a member of the

Army, you serve the United States. Selfless

service means doing what’s right for the nation,

the Army, your organization, and your peo-

ple—and putting these responsibilities above

your own interests. The needs of the Army and

the nation come first. This doesn’t mean that

you neglect your family or yourself; in fact, such

neglect weakens a leader and can cause the

Army more harm than good. Selfless service

doesn’t mean that you can’t have a strong ego,

high self-esteem, or even healthy ambition.

Rather, selfless service means that you don’t

make decisions or take actions that help your

image or your career but hurt others or sabo-

tage the mission. The selfish superior claims

credit for work his subordinates do; the selfless

leader gives credit to those who earned it. The

Army can’t function except as a team, and for a

team to work, the individual has to give up self-

interest for the good of the whole.

2-23. Soldiers are not the only members of the

Army who display selfless service. DA civilians

display this value as well. Then Army Chief of

Staff, Gordon R. Sullivan assessed the DA civil-

ian contribution to Operation Desert Storm

this way:

Not surprisingly, most of the civilians deployed

to Southwest Asia volunteered to serve there.

But the civilian presence in the Gulf region

meant more than moral support and filling in

for soldiers. Gulf War veterans say that many of

the combat soldiers could owe their lives to the

DA civilians who helped maintain equipment by

speeding up the process of getting parts and

other support from 60 logistics agencies

Army-wide.

2-24. As GEN Sullivan’s comment indicates,

selfless service is an essential component of

teamwork. Team members give of themselves

so that the team may succeed. In combat some

soldiers give themselves completely so that

their comrades can live and the mission can be

accomplished. But the need for selflessness

isn’t limited to combat situations. Re-

quirements for individuals to place their own

needs below those of their organization can oc-

cur during peacetime as well. And the re-

quirement for selflessness doesn’t decrease

with one’s rank; it increases. Consider this ex-

ample of a soldier of long service and high rank

who demonstrated the value of selfless service.
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What the Leader Must Be, Know, and Do

GA Marshall Continues to Serve

GA George C. Marshall served as Army Chief of Staff from 1939 until 1945. He led the Army
through the buildup, deployment, and worldwide operations of World War II. Chapter 7 outlines some
of his contributions to the Allied victory. In November 1945 he retired to a well-deserved rest at his
home in Leesburg, Virginia. Just six days later President Harry S Truman called on him to serve as
Special Ambassador to China. From the White House President Truman telephoned GA Marshall at
his home: “General, I want you to go to China for me,” the president said. “Yes, Mr. President,” GA
Marshall replied. He then hung up the telephone, informed his wife of the president’s request and his
reply, and prepared to return to government service.



2-25. When faced with a request to solve a diffi-

cult problem in an overseas theater after six

years of demanding work, GA Marshall didn’t

say, “I’ve been in uniform for over thirty years,

we just won a world war, and I think I’ve done

enough.” Instead, he responded to his com-

mander in chief the only way a professional

could. He said yes, took care of his family, and

prepared to accomplish the mission. After a

year overseas, when faced with a similar ques-

tion, he gave the same answer. GA Marshall al-

ways placed his country’s interests first and his

own second. Army leaders who follow his exam-

ple do the same.

HONOR

Live up to all the Army values.

What is life without honor? Degradation is

worse than death.

Lieutenant General Thomas J. “Stonewall” Jackson

2-26. Honor provides the “moral compass” for

character and personal conduct in the Army.

Though many people struggle to define the

term, most recognize instinctively those with a

keen sense of right and wrong, those who live

such that their words and deeds are above re-

proach. The expression “honorable person,”

therefore, refers to both the character traits an

individual actually possesses and the fact that

the community recognizes and respects them.

2-27. Honor holds Army values together while

at the same time being a value itself. Together,

Army values describe the foundation essential

to develop leaders of character. Honor means

demonstrating an understanding of what’s

right and taking pride in the community’s

acknowledgment of that reputation. Military

ceremonies recognizing individual and unit

achievement demonstrate and reinforce the im-

portance the Army places on honor.

2-28. For you as an Army leader, demon-

strating an understanding of what’s right and

taking pride in that reputation means this:

Live up to all the Army values. Implicitly,

that’s what you promised when you took your

oath of office or enlistment. You made this

promise publicly, and the standards—Army

values—are also public. To be an honorable per-

son, you must be true to your oath and live

Army values in all you do. Living honorably

strengthens Army values, not only for yourself

but for others as well: all members of an organi-

zation contribute to the organization’s climate

(which you’ll read about in Chapter 3). By what

they do, people living out Army values contrib-

ute to a climate that encourages all members of

the Army to do the same.

2-29. How you conduct yourself and meet your

obligations defines who you are as a person;

how the Army meets the nation’s commitments

defines the Army as an institution. For you as

an Army leader, honor means putting Army

values above self-interest, above career and

comfort. For all soldiers, it means putting Army

values above self-preservation as well. This

honor is essential for creating a bond of trust

among members of the Army and between the

Army and the nation it serves. Army leaders

have the strength of will to live according to

Army values, even though the temptations to

do otherwise are strong, especially in the face of

personal danger. The military’s highest award

is the Medal of Honor. Its recipients didn’t do

Army Leadership 2-7

Army Values

GA Marshall Continues to Serve (continued)

President Truman didn’t appoint GA Marshall a special ambassador to reward his faithful service;
he appointed GA Marshall because there was a tough job in China that needed to be done. The
Chinese communists under Mao Tse-tung were battling the Nationalists under Chiang Kai-shek, who
had been America’s ally against the Japanese; GA Marshall’s job was to mediate peace between
them. In the end, he was unsuccessful in spite of a year of frustrating work; the scale of the problem
was more than any one person could handle. However, in January 1947 President Truman appointed
GA Marshall Secretary of State. The Cold War had begun and the president needed a leader
Americans trusted. GA Marshall’s reputation made him the one; his selflessness led him to continue
to serve.



just what was required of them; they went be-

yond the expected, above and beyond the call of

duty. Some gave their own lives so that others

could live. It’s fitting that the word we use to

describe their achievements is “honor.”

2-30. No one will ever know what was running

through the minds of MSG Gordon and SFC

Shughart as they left the comparative safety of

their helicopter to go to the aid of the downed

aircrew. The two NCOs knew there was no

ground rescue force available, and they

certainly knew there was no going back to their

helicopter. They may have suspected that

things would turn out as they did; nonetheless,

they did what they believed to be the right

thing. They acted based on Army values, which

they had clearly made their own: loyalty to their

fellow soldiers; the duty to stand by them, re-

gardless of the circumstances; the personal

courage to act, even in the face of great danger;

selfless service, the willingness to give their all.

MSG Gary I. Gordon and SFC Randall D.

Shughart lived Army values to the end; they

were posthumously awarded Medals of Honor.

INTEGRITY

Do what’s right—legally and morally.

The American people rightly look to their

military leaders not only to be skilled in the

technical aspects of the profession of arms, but

also to be men of integrity.

General J. Lawton Collins
Former Army Chief of Staff

2-31. People of integrity consistently act

according to principles—not just what might

work at the moment. Leaders of integrity make

their principles known and consistently act in

accordance with them. The Army requires lead-

ers of integrity who possess high moral stan-

dards and are honest in word and deed. Being

honest means being truthful and upright all the

time, despite pressures to do otherwise. Having

integrity means being both morally complete

and true to yourself. As an Army leader, you’re

honest to yourself by committing to and consis-

tently living Army values; you’re honest to oth-

ers by not presenting yourself or your actions as

anything other than what they are. Army lead-

ers say what they mean and do what they say. If

you can’t accomplish a mission, inform your

chain of command. If you inadvertently pass on

bad information, correct it as soon as you find

out it’s wrong. People of integrity do the right

thing not because it’s convenient or because
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MSG Gordon and SFC Shughart in Somalia

During a raid in Mogadishu in October 1993, MSG Gary Gordon and SFC Randall Shughart,
leader and member of a sniper team with Task Force Ranger in Somalia, were providing precision
and suppressive fires from helicopters above two helicopter crash sites. Learning that no ground
forces were available to rescue one of the downed aircrews and aware that a growing number of
enemy were closing in on the site, MSG Gordon and SFC Shughart volunteered to be inserted to
protect their critically wounded comrades. Their initial request was turned down because of the
danger of the situation. They asked a second time; permission was denied. Only after their third
request were they inserted.

MSG Gordon and SFC Shughart were inserted one hundred meters south of the downed
chopper. Armed only with their personal weapons, the two NCOs fought their way to the downed fliers
through intense small arms fire, a maze of shanties and shacks, and the enemy converging on the
site. After MSG Gordon and SFC Shughart pulled the wounded from the wreckage, they established a
perimeter, put themselves in the most dangerous position, and fought off a series of attacks. The two
NCOs continued to protect their comrades until they had depleted their ammunition and were
themselves fatally wounded. Their actions saved the life of an Army pilot.



they have no choice. They choose the right

thing because their character permits no less.

Conducting yourself with integrity has three

parts:

� Separating what’s right from what’s wrong.

� Always acting according to what you know

to be right, even at personal cost.

� Saying openly that you’re acting on your

understanding of right versus wrong.

2-32. Leaders can’t hide what they do: that’s

why you must carefully decide how you act. As

an Army leader, you’re always on display. If you

want to instill Army values in others, you must

internalize and demonstrate them yourself.

Your personal values may and probably do ex-

tend beyond the Army values, to include such

things as political, cultural, or religious beliefs.

However, if you’re to be an Army leader and a

person of integrity, these values must reinforce,

not contradict, Army values.

2-33. Any conflict between your personal

values and Army values must be resolved before

you can become a morally complete Army

leader. You may need to consult with someone

whose values and judgment you respect. You

would not be the first person to face this issue,

and as a leader, you can expect others to come

to you, too. Chapter 5 contains the story of how

SGT Alvin York and his leaders confronted and

resolved a conflict between SGT York’s per-

sonal values and Army values. Read it and re-

flect on it. If one of your subordinates asks you

to help resolve a similar conflict, you must be

prepared by being sure your own values align

with Army values. Resolving such conflicts is

necessary to become a leader of integrity.

PERSONAL COURAGE

Face fear, danger, or adversity

(physical or moral).

The concept of professional courage does not

always mean being as tough as nails either. It

also suggests a willingness to listen to the

soldiers’ problems, to go to bat for them in a

tough situation, and it means knowing just how

far they can go. It also means being willing to

tell the boss when he’s wrong.

Former Sergeant Major of the Army William Connelly

2-34. Personal courage isn’t the absence of

fear; rather, it’s the ability to put fear aside and

do what’s necessary. It takes two forms, physi-

cal and moral. Good leaders demonstrate both.

2-35. Physical courage means overcoming fears

of bodily harm and doing your duty. It’s the

bravery that allows a soldier to take risks in

combat in spite of the fear of wounds or death.

Physical courage is what gets the soldier at Air-

borne School out the aircraft door. It’s what al-

lows an infantryman to assault a bunker to save

his buddies.

2-36. In contrast, moral courage is the willing-

ness to stand firm on your values, principles, and

convictions—even when threatened. It enables

leaders to stand up for what they believe is right,

regardless of the consequences. Leaders who

take responsibility for their decisions and ac-

tions, even when things go wrong, display moral

courage. Courageous leaders are willing to look

critically inside themselves, consider new ideas,

and change what needs changing.

2-37. Moral courage is sometimes overlooked,

both in discussions of personal courage and in

the everyday rush of business. A DA civilian at a

meeting heard courage mentioned several times

in the context of combat. The DA civilian pointed

out that consistent moral courage is every bit as

important as momentary physical courage.

Situations requiring physical courage are rare;

situationsrequiringmoralcouragecanoccurfre-

quently. Moral courage is essential to living the

Army values of integrity and honor every day.

2-38. Moral courage often expresses itself as

candor. Candor means being frank, honest, and

sincere with others while keeping your words

free from bias, prejudice, or malice. Candor

means calling things as you see them, even

when it’s uncomfortable or you think it might

be better for you to just keep quiet. It means

not allowing your feelings to affect what you

say about a person or situation. A candid com-

pany commander calmly points out the first

sergeant’s mistake. Likewise, the candid first
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sergeant respectfully points out when the com-

pany commander’s pet project isn’t working

and they need to do something different. For

trust to exist between leaders and subordi-

nates, candor is essential. Without it, subordi-

nates won’t know if they’ve met the standard

and leaders won’t know what’s going on.

2-39. In combat physical and moral courage

may blend together. The right thing to do may

not only be unpopular, but dangerous as well.

Situations of that sort reveal who’s a leader of

character and who’s not. Consider this

example.

LEADER ATTRIBUTES

Leadership is not a natural trait, something inherited like the color of eyes or
hair…Leadership is a skill that can be studied, learned, and perfected by practice.

The Noncom’s Guide, 1962

2-40. Values tell us part of what the leader

must BE; the other side of what a leader must

BE are the attributes listed in Figure 2-2.

Leader attributes influence leader actions;

leader actions, in turn, always influence the

unit or organization. As an example, if you’re

physically fit, you’re more likely to inspire your

subordinates to be physically fit.

2-41. Attributes are a person’s fundamental

qualities and characteristics. People are born

with some attributes; for instance, a person’s

genetic code determines eye, hair, and skin

color. However, other attributes—including

leader attributes—are learned and can be

changed. Leader attributes can be characterized

as mental, physical, and emotional. Successful

leaders work to improve those attributes.
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Figure 2-2. Leader Attributes

WO1 Thompson at My Lai

Personal courage—whether physical, moral, or a combination of the two—may be manifested in
a variety of ways, both on and off the battlefield. On March 16, 1968 Warrant Officer (WO1) Hugh C.
Thompson Jr. and his two-man crew were on a reconnaissance mission over the village of My Lai,
Republic of Vietnam. WO1 Thompson watched in horror as he saw an American soldier shoot an
injured Vietnamese child. Minutes later, when he observed American soldiers advancing on a number
of civilians in a ditch, WO1 Thompson landed his helicopter and questioned a young officer about
what was happening on the ground. Told that the ground action was none of his business, WO1
Thompson took off and continued to circle the area.

When it became apparent that the American soldiers were now firing on civilians, WO1
Thompson landed his helicopter between the soldiers and a group of 10 villagers who were headed
for a homemade bomb shelter. He ordered his gunner to train his weapon on the approaching
American soldiers and to fire if necessary. Then he personally coaxed the civilians out of the shelter
and airlifted them to safety. WO1 Thompson’s radio reports of what was happening were instrumental
in bringing about the cease-fire order that saved the lives of more civilians. His willingness to place
himself in physical danger in order to do the morally right thing is a sterling example of personal
courage.



MENTAL ATTRIBUTES

2-42. The mental attributes of an Army leader

include will, self-discipline, initiative, judg-

ment, self-confidence, intelligence, and cultural

awareness.

Will

The will of soldiers is three times more

important than their weapons.
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2-43. Will is the inner drive that compels sol-

diers and leaders to keep going when they are

exhausted, hungry, afraid, cold, and

wet—when it would be easier to quit. Will en-

ables soldiers to press the fight to its conclu-

sion. Yet will without competence is useless.

It’s not enough that soldiers are willing, or

even eager, to fight; they must know how to

fight. Likewise, soldiers who have compe-

tence but no will don’t fight. The leader’s

task is to develop a winning spirit by building

their subordinates’ will as well as their skill.

That begins with hard, realistic training.

2-44. Will is an attribute essential to all mem-

bers of the Army. Work conditions vary among

branches and components, between those de-

ployed and those closer to home. In the Army,

personal attitude must prevail over any adverse

external conditions. All members of the

Army—active, reserve, and DA civilian—will

experience situations when it would be easier to

quit rather than finish the task at hand. At

those times, everyone needs that inner drive to

press on to mission completion.

2-45. It’s easy to talk about will when things go

well. But the test of your will comes when

things go badly— when events seem to be out of

control, when you think your bosses have

forgotten you, when the plan doesn’t seem to

work and it looks like you’re going to lose. It’s

then that you must draw on your inner reserves

to persevere—to do your job until there’s

nothing left to do it with and then to remain

faithful to your people, your organization, and

your country. The story of the American and

Filipino stand on the Bataan Peninsula and

their subsequent captivity is one of individuals,

leaders, and units deciding to remain true to

the end—and living and dying by that decision.
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The Will to Persevere

On 8 December 1941, hours after the attack on Pearl Harbor, Japanese forces attacked the
American and Filipino forces defending the Philippines. With insufficient combat power to launch a
counterattack, GEN Douglas MacArthur, the American commander, ordered his force to consolidate
on the Bataan Peninsula and hold as long as possible. Among his units was the 12th Quartermaster
(QM) Regiment, which had the mission of supporting the force.

Completely cut off from outside support, the Allies held against an overwhelming Japanese army
for the next three and a half months. Soldiers of the 12th QM Regiment worked in the debris of
warehouses and repair shops under merciless shelling and bombing, fighting to make the meager
supplies last. They slaughtered water buffaloes for meat, caught fish with traps they built themselves,
and distilled salt from sea water. In coffeepots made from oil drums they boiled and reboiled the tiny
coffee supply until the grounds were white. As long as an ounce of food existed, it was used. In the
last desperate days, they resorted to killing horses and pack mules. More important, these supporters
delivered rations to the foxholes on the front lines—fighting their way in when necessary. After Bataan
and Corregidor fell, members of the 12th QM Regiment were prominent among the 7,000 Americans
and Filipinos who died on the infamous Bataan Death March.

Though captured, the soldiers of the 12th QM Regiment maintained their will to resist. 1LT
Beulah Greenwalt, a nurse assigned to the 12th QM Regiment, personified this will. Realizing the
regimental colors represent the soul of a regiment and that they could serve as a symbol for
resistance, 1LT Greenwalt assumed the mission of protecting the colors from the Japanese. She
carried the colors to the prisoner of war (PW) camp in Manila by wrapping them around her



Self-Discipline

The core of a soldier is moral discipline. It is

intertwined with the discipline of physical and

mental achievement. Total discipline overcomes

adversity, and physical stamina draws on an

inner strength that says “drive on.”
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2-46. Self-disciplined people are masters of

their impulses. This mastery comes from the

habit of doing the right thing. Self-discipline al-

lows Army leaders to do the right thing regard-

less of the consequences for them or their

subordinates. Under the extreme stress of com-

bat, you and your team might be cut off and

alone, fearing for your lives, and having to act

without guidance or knowledge of what’s going

on around you. Still, you—the leader—must

think clearly and act reasonably. Self-discipline

is the key to this kind of behavior.

2-47. In peacetime, self-discipline gets the unit

out for the hard training. Self-discipline makes

the tank commander demand another run-

through of a battle drill if the performance

doesn’t meet the standard—even though every-

one is long past ready to quit. Self-discipline

doesn’t mean that you never get tired or dis-

couraged—after all, you’re only human. It does

mean that you do what needs to be done re-

gardless of your feelings.

Initiative

The leader must be an aggress ive
thinker—always anticipating and analyzing.

He must be able to make good assessments and
solid tactical judgments.
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2-48. Initiative is the ability to be a self-

starter—to act when there are no clear instruc-

tions, to act when the situation changes or

when the plan falls apart. In the operational

context, it means setting and dictating the

terms of action throughout the battle or opera-

tion. An individual leader with initiative is will-

ing to decide and initiate independent actions

when the concept of operations no longer ap-

plies or when an unanticipated opportunity

leading to accomplishment of the commander’s

intent presents itself. Initiative drives the

Army leader to seek a better method, anticipate

what must be done, and perform without wait-

ing for instructions. Balanced with good judg-

ment, it becomes disciplined initiative, an

essential leader attribute. (FM 100-5 discusses

initiative as it relates to military actions at the

operational level. FM 100-34 discusses the rela-

tionship of initiative to command and control.

FM 100-40 discusses the place of initiative in

the art of tactics.)

2-49. As an Army leader, you can’t just give or-

ders: you must make clear the intent of those

orders, the final goal of the mission. In combat,

it’s critically important for subordinates to un-

derstand their commander’s intent. When they

are cut off or enemy actions derail the original

plan, well-trained soldiers who understand the

commander’s intent will apply disciplined ini-

tiative to accomplish the mission.
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The Will to Persevere (continued)

shoulders and convincing her Japanese captors that they were “only a shawl.” For the next 33 months
1LT Greenwalt and the remains of the regiment remained PWs, living on starvation diets and denied
all comforts. But through it all, 1LT Greenwalt held onto the flag. The regimental colors were
safeguarded: the soul of the regiment remained with the regiment, and its soldiers continued to resist.

When the war ended in 1945 and the surviving PWs were released, 1LT Greenwalt presented the
colors to the regimental commander. She and her fellow PWs had persevered. They had resisted on
Bataan until they had no more means to resist. They continued to resist through three long years of
captivity. They decided on Bataan to carry on, and they renewed that decision daily until they were
liberated. The 12th QM Regiment—and the other units that had fought and resisted with
them—remained true to themselves, the Army, and their country. Their will allowed them to see
events through to the end.



2-50. Disciplined initiative doesn’t just appear;

you must develop it within your subordinates.

Your leadership style and the organizational

climate you establish can either encourage or

discourage initiative: you can instill initiative

in your subordinates or you can drive it out. If

you underwrite honest mistakes, your subordi-

nates will be more likely to develop initiative. If

you set a “zero defects” standard, you risk

strangling initiative in its cradle, the hearts of

your subordinates. (Chapter 5 discusses “zero

defects” and learning.)

Judgment

I learned that good judgment comes from

experience and that experience grows out of

mistakes.
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2-51. Leaders must often juggle hard facts,

questionable data, and gut-level intuition to ar-

rive at a decision. Good judgment means mak-

ing the best decision for the situation. It’s a key

attribute of the art of command and the trans-

formation of knowledge into understanding.

(FM 100-34 discusses how leaders convert data

and information into knowledge and under-

standing.)

2-52. Good judgment is the ability to size up a

situation quickly, determine what’s important,

and decide what needs to be done. Given a prob-

lem, you should consider a range of alternatives

before you act. You need to think through the

consequences of what you’re about to do before

you do it. In addition to considering the conse-

quences, you should also think methodically.

Some sources that aid judgment are the boss’s

intent, the desired goal, rules, laws, regulations,

experience, and values. Good judgment also in-

cludes the ability to size up subordinates, peers,

and the enemy for strengths, weaknesses, and

potential actions. It’s a critical part of problem

solving and decision making. (Chapter 5 dis-

cusses problem solving and decision making).

2-53. Judgment and initiative go hand in hand.

As an Army leader, you must weigh what you

know and make decisions in situations where

others do nothing. There will be times when

you’ll have to make decisions under severe time

constraints. In all cases, however, you must take

responsibility for your actions. In addition, you

must encourage disciplined initiative in, and

teach good judgment to, your subordinates. Help

your subordinates learn from mistakes by coach-

ing and mentoring them along the way. (Chapter

5 discusses mentoring.)

Self-Confidence

2-54. Self-confidence is the faith that you’ll act

correctly and properly in any situation, even

one in which you’re under stress and don’t have

all the information you want. Self-confidence

comes from competence: it’s based on mastering

skills, which takes hard work and dedication.

Leaders who know their own capabilities and

believe in themselves are self-confident. Don’t

mistake bluster—loudmouthed bragging or

self-promotion—for self-confidence. Truly self-

confident leaders don’t need to advertise; their

actions say it all.
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The Quick Reaction Platoon

On 26 December 1994 a group of armed and disgruntled members of the Haitian Army entered the
Haitian Army Headquarters in Port-au-Prince demanding back pay. A gunfight ensued less than 150
meters from the grounds of the Haitian Palace, seat of the new government. American soldiers from C
Company, 1-22 Infantry, who had deployed to Haiti as part of Operation Uphold Democracy, were
guarding the palace grounds. The quick reaction platoon leader deployed and immediately
maneuvered his platoon towards the gunfire. The platoon attacked, inflicting at least four casualties
and causing the rest of the hostile soldiers to flee. The platoon quelled a potentially explosive situation
by responding correctly and aggressively to the orders of their leader, who knew his mission and the
commander’s intent.



2-55. Self-confidence is important for leaders

and teams. People want self-confident leaders,

leaders who understand the situation, know

what needs to be done, and demonstrate that

understanding and knowledge. Self-confident

leaders instill self-confidence in their people. In

combat, self-confidence helps soldiers control

doubt and reduce anxiety. Together with will

and self-discipline, self-confidence helps leaders

act—do what must be done in circumstances

where it would be easier to do nothing—and to

convince their people to act as well.

Intelligence

2-56. Intelligent leaders think, learn, and re-

flect; then they apply what they learn. Intelli-

gence is more than knowledge, and the ability to

think isn’t the same as book learning. All people

have some intellectual ability that, when devel-

oped, allows them to analyze and understand a

situation. And although some people are

smarter than others, all people can develop the

capabilities they have. Napoleon himself ob-

served how a leader’s intellectual development

applies directly to battlefield success:

It is not genius which reveals to me suddenly

and secretly what I should do in circumstances

unexpected by others; it is thought and

meditation.

2-57. Knowledge is only part of the equation.

Smart decisions result when you combine pro-

fessional skills (which you learn through study)

with experience (which you gain on the job) and

your ability to reason through a problem based

on the information available. Reflection is also

important. From time to time, you find yourself

carefully and thoughtfully considering how

leadership, values, and other military princi-

ples apply to you and your job. When things

don’t go quite the way they intended, intelli-

gent leaders are confident enough to step back

and ask, “Why did things turn out that way?”

Then they are smart enough to build on their

strengths and avoid making the same mistake

again.

2-58. Reflection also contributes to your origi-

nality (the ability to innovate, rather than only

adoptothers’methods)andintuition (direct, im-

mediate insight or understanding of important

factors without apparent rational thought or in-

ference). Remember COL Chamberlain at Little

Round Top. To his soldiers, it sometimes ap-

peared that he could “see through forests and

hillsandknowwhatwascoming.”Butthiswasno

magical ability. Through study and reflection,

the colonel had learned how to analyze terrain

andimaginehowtheenemymightattempttouse

it to his advantage. He had applied his intelli-

genceanddevelopedhis intellectual capabilities.

Good leaders follow COL Chamberlain’s

example.

Cultural Awareness

2-59. Culture is a group’s shared set of beliefs,

values, and assumptions about what’s impor-

tant. As an Army leader, you must be aware of

cultural factors in three contexts:

� You must be sensitive to the different back-

grounds of your people.

� You must be aware of the culture of the

country in which your organization is oper-

ating.

� You must take into account your partners’

customs and traditions when you’re work-

ing with forces of another nation.

2-60. Within the Army, people come from

widely different backgrounds: they are shaped

by their schooling, race, gender, and religion as

well as a host of other influences. Although they

share Army values, an African-American man

from rural Texas may look at many things dif-

ferently from, say, a third-generation Irish-

American man who grew up in Philadelphia or

a Native American woman from the Pacific

Northwest. But be aware that perspectives vary

within groups as well. That’s why you should

try to understand individuals based on their

own ideas, qualifications, and contributions

and not jump to conclusions based on

stereotypes.

2-61. Army values are part of the Army’s insti-

tutional culture, a starting point for how you as

a member of the Army should think and act. Be-

yond that, Army leaders not only recognize that

people are different; they value them because of

their differences, because they are people. Your

job as a leader isn’t to make everyone the same.
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Instead, your job is to take advantage of the fact

that everyone is different and build a cohesive

team. (Chapter 7 discusses the role strategic

leaders play in establishing and maintaining

the Army’s institutional culture.)

2-62. There’s great diversity in the Army—re-

ligious, ethnic, and social—and people of differ-

ent backgrounds bring different talents to the

table. By joining the Army, these people have

agreed to adopt the Army culture. Army leaders

make this easier by embracing and making use

of everyone’s talents. What’s more, they create

a team where subordinates know they are valu-

able and their talents are important.

2-63. You never know how the talents of an in-

dividual or group will contribute to mission ac-

complishment. For example, during World War

II US Marines from the Navajo nation formed a

group of radio communications specialists

dubbed the Navajo Code Talkers. The code talk-

ers used their native language—a unique tal-

ent—to handle command radio traffic. Not even

the best Japanese code breakers could decipher

what was being said.

2-64. Understanding the culture of your adver-

saries and of the country in which your organi-

zation is operating is just as important as

understanding the culture of your own country

and organization. This aspect of cultural aware-

ness has always been important, but today’s op-

erational environment of frequent

deployments—often conducted by small units

under constant media coverage—makes it even

more so. As an Army leader, you need to remain

aware of current events—particularly those in

areas where America has national interests.

You may have to deal with people who live in

those areas, either as partners, neutrals, or ad-

versaries. The more you know about them, the

better prepared you’ll be.

2-65. You may think that understanding other

cultures applies mostly to stability operations

and support operations. However, it’s critical to

planning offensive and defensive operations as

well. For example, you may employ different

tactics against an adversary who considers sur-

render a dishonor worse than death than against

those for whom surrender is an honorable option.

Likewise, if your organization is operating as part

of a multinational team, how well you under-

stand your partners will affect how well the

team accomplishes its mission.

2-66. Cultural awareness is crucial to the suc-

cess of multinational operations. In such situa-

tions Army leaders take the time to learn the

customs and traditions of the partners’ cultures.

They learn how and why others think and act as

theydo.Inmultinational forces,effective leaders

createa“thirdculture,”whichisthebridgeorthe

compromise among partners. This is what GA

Eisenhower did in the following example.
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GA Eisenhower Forms SHAEF

During World War II, one of GA Eisenhower’s duties as Supreme Allied Commander in the
European Theater of Operations (ETO) was to form his theater headquarters, the Supreme
Headquarters, Allied Expeditionary Force (SHAEF). GA Eisenhower had to create an environment in
this multinational headquarters in which staff members from the different Allied armies could work
together harmoniously. It was one of GA Eisenhower’s toughest jobs.

The forces under his command—American, British, French, Canadian, and Polish—brought not
only different languages, but different ways of thinking, different ideas about what was important, and
different strategies. GA Eisenhower could have tried to bend everyone to his will and his way of
thinking; he was the boss, after all. But it’s doubtful the Allies would have fought as well for a bullying
commander or that a bullying commander would have survived politically. Instead, he created a
positive organizational climate that made best use of the various capabilities of his subordinates. This
kind of work takes tact, patience, and trust. It doesn’t destroy existing cultures but creates a new one.
(Chapter 7 discusses how building this coalition contributed to the Allied victory in the ETO.)



PHYSICAL ATTRIBUTES

2-67. Physical attributes—health fitness,

physical fitness, and military and professional

bearing—can be developed. Army leaders main-

tain the appropriate level of physical fitness

and military bearing.

Health Fitness

Disease was the chief killer in the [American

Civil] war. Two soldiers died of it for every one

killed in battle…In one year, 995 of every

thousand men in the Union army contracted

diarrhea and dysentery.

Geoffrey C. Ward
The Civil War

2-68. Health fitness is everything you do to

maintain good health, things such as undergo-

ing routine physical exams, practicing good

dental hygiene, maintaining deployability stan-

dards, and even personal grooming and cleanli-

ness. A soldier unable to fight because of

dysentery is as much a loss as one who’s

wounded. Healthy soldiers can perform under

extremes in temperature, humidity, and other

conditions better than unhealthy ones. Health

fitness also includes avoiding things that

degrade your health, such as substance abuse,

obesity, and smoking.

Physical Fitness

Fatigue makes cowards of us all.

General George S. Patton Jr.

Commanding General, Third Army, World War II

2-69. Unit readiness begins with physically fit

soldiers and leaders. Combat drains soldiers

physically, mentally, and emotionally. To mini-

mize those effects, Army leaders are physically

fit, and they make sure their subordinates are

fit as well. Physically fit soldiers perform better

in all areas, and physically fit leaders are better

able to think, decide, and act appropriately un-

der pressure. Physical readiness provides a

foundation for combat readiness, and it’s up to

you, the leader, to get your soldiers ready.

2-70. Although physical fitness is a crucial ele-

ment of success in battle, it’s not just for front-

line soldiers. Wherever they are, people who are

physically fit feel more competent and confi-

dent. That attitude reassures and inspires

those around them. Physically fit soldiers and

DA civilians can handle stress better, work

longer and harder, and recover faster than ones

who are not fit. These payoffs are valuable in

both peace and war.

2-71. The physical demands of leadership posi-

tions, prolonged deployments, and continuous

operations can erode more than just physical at-

tributes. Soldiers must show up ready for depri-

vations because it’s difficult to maintain high

levels of fitness during deployments and de-

manding operations. Trying to get fit under

those conditions is even harder. If a person isn’t

physically fit, the effects of additional stress

snowball until their mental and emotional fit-

ness are compromised as well. Army leaders’

physical fitness has significance beyond their

personal performance and well-being. Since

leaders’ decisions affect their organizations’

combat effectiveness, health, and safety and

not just their own, maintaining physical fitness

is an ethical as well as a practical imperative.

2-72. The Army Physical Fitness Test (APFT)

measures a baseline level of physical fitness. As

an Army leader, you’re required to develop a

physical fitness program that enhances your

soldiers’ ability to complete soldier and leader

tasks that support the unit’s mission essential

task list (METL). (FM 25-101 discusses

METL-based integration of soldier, leader, and

collective training.) Fitness programs that em-

phasize training specifically for the APFT are

boring and don’t prepare soldiers for the varied

stresses of combat. Make every effort to design

a physical fitness program that prepares your

people for what you expect them to do in com-

bat. Readiness should be your program’s pri-

mary focus; preparation for the APFT itself is

secondary. (FM 21-20 is your primary physical

fitness resource.)

2-16 FM 22-100

What the Leader Must Be, Know, and Do

�ou have to lead men in war by requiring
more from the individual than he thinks he
can do. You have to [bring] them along to
endure and to display qualities of fortitude
thatarebeyondtheaverageman’s thoughtof
what he should be expected to do. You have to



Military and Professional Bearing

Our…soldiers should look as good as they are.

Sergeant Major of the Army Julius W. Gates

2-73. As an Army leader, you’re expected to

look like a soldier. Know how to wear the uni-

form and wear it with pride at all times. Meet

height and weight standards. By the way you

carry yourself and through your military cour-

tesy and appearance, you send a signal: I am

proud of my uniform, my unit, and myself.

Skillful use of your professional bearing—fit-

ness, courtesy, and military appearance—can

often help you manage difficult situations. A

professional—DA civilian or soldier—presents

a professional appearance, but there’s more to

being an Army professional than looking good.

Professionals are competent as well; the Army

requires you to both look good and be good.

EMOTIONAL ATTRIBUTES

Anyone can become angry—that is easy. But to

be angry with the right person, to the right

degree, at the right time, for the right purpose,

and in the right way—that is not easy.

Aristotle

Greek philosopher and tutor to Alexander the Great

2-74. As an Army leader, your emotional attrib-

utes—self-control, balance, and stability—con-

tribute to how you feel and therefore to how you

interact with others. Your people are human

beings with hopes, fears, concerns, and dreams.

When you understand that will and endurance

come from emotional energy, you possess a

powerful leadership tool. The feedback you give

can help your subordinates use their emotional

energy to accomplish amazing feats in tough

times.

2-75. Self-control, balance, and stability also

help you make the right ethical choices.

Chapter 4 discusses the steps of ethical reason-

ing. However, in order to follow those steps, you

must remain in control of yourself; you can’t be

at the mercy of your impulses. You must remain

calm under pressure, “watch your lane,” and

expend energy on things you can fix. Inform

your boss of things you can’t fix and don’t

worry about things you can’t affect.

2-76. Leaders who are emotionally mature also

have a better awareness of their own strengths

and weaknesses.Mature leaders spend their en-

ergy on self-improvement; immature leaders

spend their energy denying there’s anything

wrong. Mature, less defensive leaders benefit

from constructive criticism in ways that imma-

ture people cannot.
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inspire them when they are hungry and
exhausted and desperately uncomfortable
and in great danger; and only a man of
positive characteristics of leadership, with
the physical stamina [fitness] that goes with
it, can function under those conditions.

General of the Army George C. Marshall
Army Chief of Staff, World War II

Self-Control in Combat

An American infantry company in Vietnam had been taking a lot of casualties from booby traps.
The soldiers were frustrated because they could not fight back. One night, snipers ambushed the
company near a village, killing two soldiers. The rest of the company—scared, anguished, and
frustrated—wanted to enter the village, but the commander—who was just as angry—knew that the
snipers were long gone. Further, he knew that there was a danger his soldiers would let their emotions
get the upper hand, that they might injure or kill some villagers out of a desire to strike back at
something. Besides being criminal, such killings would drive more villagers to the Viet Cong. The
commander maintained control of his emotions, and the company avoided the village.



Self-Control

Sure I was scared, but under the circumstances,

I’d have been crazy not to be scared.…There’s

nothing wrong with fear. Without fear, you can’t

have acts of courage.

Sergeant Theresa Kristek

Operation Just Cause, Panama

2-77. Leaders control their emotions. No one

wants to work for a hysterical leader who might

lose control in a tough situation. This doesn’t

mean you never show emotion. Instead, you

must display the proper amount of emotion and

passion—somewhere between too much and

too little—required to tap into your subordi-

nates’ emotions. Maintaining self-control in-

spires calm confidence in subordinates, the

coolness under fire so essential to a successful

unit. It also encourages feedback from your

subordinates that can expand your sense of

what’s really going on.

Balance

An officer or noncommissioned officer who loses

his temper and flies into a tantrum has failed to

obtain his first triumph in discipline.

Noncommissioned Officer’s Manual, 1917

2-78. Emotionally balanced leaders display the

right emotion for the situation and can also

read others’ emotional state. They draw on

their experience and provide their subordinates

the proper perspective on events. They have a

range of attitudes—from relaxed to in-

tense—with which to approach situations and

can choose the one appropriate to the circum-

stances. Such leaders know when it’s time to

send a message that things are urgent and how

to do that without throwing the organization

into chaos. They also know how to encourage

people at the toughest moments and keep them

driving on.

Stability

Never let yourself be driven by impatience or

anger. One always regrets having followed the

first dictates of his emotions.

Marshal de Belle-Isle
French Minister of War, 1757-1760

2-79. Effective leaders are steady, levelheaded

under pressure and fatigue, and calm in the

face of danger. These characteristics calm their

subordinates, who are always looking to their

leader’s example. Display the emotions you

want your people to display; don’t give in to the

temptation to do what feels good for you. If

you’re under great stress, it might feel better to

vent—scream, throw things, kick furni-

ture—but that will not help the organization. If

you want your subordinates to be calm and ra-

tional under pressure, you must be also.

2-18 FM 22-100

What the Leader Must Be, Know, and Do

BG Jackson at First Bull Run

At a crucial juncture in the First Battle of Bull Run, the Confederate line was being beaten back from
Matthews Hill by Union forces. Confederate BG Thomas J. Jackson and his 2,000-man brigade of
Virginians, hearing the sounds of battle to the left of their position, pressed on to the action. Despite a
painful shrapnel wound, BG Jackson calmly placed his men in a defensive position on Henry Hill and
assured them that all was well.

As men of the broken regiments flowed past, one of their officers, BG Barnard E. Bee, exclaimed
to BG Jackson, “General, they are driving us!” Looking toward the direction of the enemy, BG Jackson
replied, “Sir, we will give them the bayonet.” Impressed by BG Jackson’s confidence and self-control,
BG Bee rode off towards what was left of the officers and men of his brigade. As he rode into the
throng he gestured with his sword toward Henry Hill and shouted, “Look, men! There is Jackson
standing like a stone wall! Let us determine to die here, and we will conquer! Follow me!”

BG Bee would later be mortally wounded, but the Confederate line stiffened and the nickname he
gave to BG Jackson would live on in American military history. This example shows how one leader’s
self-control under fire can turn the tide of battle by influencing not only the leader’s own soldiers, but
the leaders and soldiers of other units as well.



FOCUS ON CHARACTER

Just as fire tempers iron into fine steel, so does adversity temper one’s character into firmness,
tolerance, and determination.

Margaret Chase Smith
Lieutenant Colonel, US Air Force Reserve

and United States Senator

2-80. Earlier in this chapter, you read how

character is made up of two interacting sets of

characteristics: values and attributes. People

enter the Army with values and attributes

they’ve developed over the course of a lifetime,

but those are just the starting points for further

character development. Army leaders continu-

ously develop in themselves and their subordi-

nates the Army values and leader attributes

that this chapter discusses and Figure 1-1

shows. This isn’t just an academic exercise, an-

other mandatory training topic to address once

a year. Your character shows through in your

actions—on and off duty.

2-81. Character helps you determine what’s

right and motivates you to do it, regardless of

the circumstances or the consequences. What’s

more, an informed ethical conscience consis-

tent with Army values steels you for making the

right choices when faced with tough questions.

Since Army leaders seek to do what’s right and

inspire others to do the same, you must be con-

cerned with character development. Examine

the actions in this example, taken from the

report of a platoon sergeant during Operation

Desert Storm. Consider the aspects of character

that contributed to them.

Character and Prisoners

The morning of [28 February 1991], about a half-hour prior to the cease-fire, we had a T-55 tank
in front of us and we were getting ready [to engage it with a TOW]. We had the TOW up and we
were tracking him and my wingman saw him just stop and a head pop up out of it. And Neil started
calling me saying, “Don’t shoot, don’t shoot, I think they’re getting off the tank.” And they did. Three
of them jumped off the tank and ran around a sand dune. I told my wingman, “I’ll cover the tank,
you go on down and check around the back side and see what’s down there.” He went down there
and found about 150 PWs….

[T]he only way we could handle that many was just to line them up and run them through…a little
gauntlet…[W]e had to check them for weapons and stuff and we lined them up and called for the PW
handlers to pick them up. It was just amazing.

We had to blow the tank up. My instructions were to destroy the tank, so I told them to go ahead
and move it around the back side of the berm a little bit to safeguard us, so we wouldn’t catch any
shrapnel or ammunition coming off. When the tank blew up, these guys started yelling and screaming
at my soldiers, “Don’t shoot us, don’t shoot us,” and one of my soldiers said, “Hey, we’re from Amer-
ica; we don’t shoot our prisoners.” That sort of stuck with me.

2-82. The soldier’s comment at the end of this

story captures the essence of character. He said,

“We’re from America…” He defined, in a very

simple way, the connection between who you

are—your character—and what you do. This

example illustrates character—shared values

and attributes—telling soldiers what to do and

what not to do. However, it’s interesting for

other reasons. Read it again: You can almost

feel the soldiers’ surprise when they realized

what the Iraqi PWs were afraid of. You can pic-

ture the young soldier, nervous, hands on his

weapon, but still managing to be a bit amused.

The right thing, the ethical choice, was so

deeply ingrained in those soldiers that it never

occurred to them to do anything other than

safeguard the PWs.
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2-83. BG McAuliffe spoke based on what he

knew his soldiers were capable of, even in the

most extreme circumstances. This kind of cour-

age and toughness didn’t develop overnight.

Every Allied soldier brought a lifetime’s worth

of character to that battle; that character was

the foundation for everything else that made

them successful.

2-84. GA Eisenhower, in command of the

largest invasion force ever assembled and

poised on the eve of a battle that would decide

the fate of millions of people, was guided by

the same values and attributes that shaped

the actions of the soldiers in the Desert Storm

example. His character allowed for nothing

less than acceptance of total personal respon-

sibility. If things went badly, he was ready to

take the blame. When things went well, he

gave credit to his subordinates. The Army

values GA Eisenhower personified provide a

powerful example for all members of the

Army.

2-20 FM 22-100

What the Leader Must Be, Know, and Do

The Battle of the Bulge

In December 1944 the German Army launched its last major offensive on the Western Front of the
ETO, sending massive infantry and armor formations into a lightly-held sector of the Allied line in Belgium.
American units were overrun. Thousands of green troops, sent to that sector because it was quiet, were
captured. For two desperate weeks the Allies fought to check the enemy advance. The 101st Airborne
Division was sent to the town of Bastogne. The Germans needed to control the crossroads there to move
equipment to the front; the 101st was there to stop them.

Outnumbered, surrounded, low on ammunition, out of medical supplies, and with wounded piling up,
the 101st, elements of the 9th and 10th Armored Divisions, and a tank destroyer battalion fought off
repeated attacks through some of the coldest weather Europe had seen in 50 years. Wounded men froze to
death in their foxholes. Paratroopers fought tanks. Nonetheless, when the German commander demanded
American surrender, BG Anthony C. McAuliffe, acting division commander, sent a one-word reply: “Nuts.”

The Americans held. By the time the Allies regained control of the area and pushed the Germans
back, Hitler’s “Thousand Year Reich” had fewer than four months remaining.

GA Eisenhower’s Message

On 5 June 1944, the day before the D-Day invasion, with his hundreds of thousands of soldiers,
sailors and airmen poised to invade France, GA Dwight D. Eisenhower took a few minutes to draft
a message he hoped he would never deliver. It was a “statement he wrote out to have ready when
the invasion was repulsed, his troops torn apart for nothing, his planes ripped and smashed to no
end, his warships sunk, his reputation blasted.”

In his handwritten statement, GA Eisenhower began, “Our landings in the Cherbourg-Havre area
have failed to gain a satisfactory foothold and I have withdrawn the troops.” Originally he had written,
the “troops have been withdrawn,” a use of the passive voice that conceals the actor. But he changed
the wording to reflect his acceptance of full personal accountability.

GA Eisenhower went on, “My decision to attack at this time and place was based on the best
information available.” And after recognizing the courage and sacrifice of the troops he concluded, “If
any blame or fault attaches to this attempt, it is mine alone.”



CHARACTER AND THE WARRIOR

ETHOS

2-85. The warrior ethos refers to the profes-

sional attitudes and beliefs that characterize

the American soldier. At its core, the warrior

ethos grounds itself on the refusal to accept fail-

ure. The Army has forged the warrior ethos on

training grounds from Valley Forge to the

CTCs and honed it in battle from Bunker Hill to

San Juan Hill, from the Meuse-Argonne to

Omaha Beach, from Pork Chop Hill to the Ia

Drang Valley, from Salinas Airfield to the Bat-

tle of 73 Easting. It derives from the unique re-

alities of battle. It echoes through the precepts

in the Code of Conduct. Developed through dis-

cipline, commitment to Army values, and

knowledge of the Army’s proud heritage, the

warrior ethos makes clear that military service

is much more than just another job: the purpose

of winning the nation’s wars calls for total

commitment.

2-86. America has a proud tradition of

winning. The ability to forge victory out of the

chaos of battle includes overcoming fear,

hunger, deprivation, and fatigue. The Army

wins because it fights hard; it fights hard

because it trains hard; and it trains hard be-

cause that’s the way to win. Thus, the warrior

ethos is about more than persevering under the

worst of conditions; it fuels the fire to fight

through those conditions to victory no matter

how long it takes, no matter how much effort is

required. It’s one thing to make a snap decision

to risk your life for a brief period of time. It’s

quite another to sustain the will to win when

the situation looks hopeless and doesn’t show

any indications of getting better, when being

away from home and family is a profound hard-

ship. The soldier who jumps on a grenade to

save his comrades is courageous, without ques-

tion. That action requires great physical cour-

age, but pursuing victory over time also

requires a deep moral courage that concen-

trates on the mission.

2-87. The warrior ethos concerns character,

shaping who you are and what you do. In that

sense, it’s clearly linked to Army values such as

personal courage, loyalty to comrades, and

dedication to duty. Both loyalty and duty

involve putting your life on the line, even when

there’s little chance of survival, for the good of a

cause larger than yourself. That’s the clearest

example of selfless service. American soldiers

never give up on their fellow soldiers, and they

never compromise on doing their duty. Integrity

underlies the character of the Army as well.

The warrior ethos requires unrelenting and

consistent determination to do what is right

and to do it with pride, both in war and military

operations other than war. Understanding

what is right requires respect for both your com-

rades and other people involved in such com-

plex arenas as peace operations and nation

assistance. In such ambiguous situations, deci-

sions to use lethal or nonlethal force severely

test judgment and discipline. In whatever con-

ditions Army leaders find themselves, they turn

the personal warrior ethos into a collective

commitment to win with honor.

2-88. The warrior ethos is crucial—and perish-

able—so the Army must continually affirm, de-

velop, and sustain it. Its martial ethic connects

American warriors today with those whose sac-

rifices have allowed our very existence. The

Army’s continuing drive to be the best, to tri-

umph over all adversity, and to remain focused

on mission accomplishment does more than

preserve the Army’s institutional culture; it

sustains the nation.

2-89. Actions that safeguard the nation occur

everywhere you find soldiers. The warrior ethos

spurs the lead tank driver across a line of depar-

ture into uncertainty. It drives the bone-tired

medic continually to put others first. It pushes

the sweat-soaked gunner near muscle failure to

keep up the fire. It drives the heavily loaded in-

fantry soldier into an icy wind, steadily uphill to

the objective. It presses the signaler through fa-

tigue to provide communications. And the war-

rior ethos urges the truck driver across frozen

roads bounded by minefields because fellow sol-

diers at an isolated outpost need supplies. Such

tireless motivation comes in part from the com-

radeship that springs from the warrior ethos.

Soldiers fight for each other; they would rather

die than let their buddies down. That loyalty

runs front to rear as well as left to right: mutual
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support marks Army culture regardless of who

you are, where you are, or what you are doing.

2-90. That tight fabric of loyalty to one an-

other and to collective victory reflects per-

haps the noblest aspect of our American

warrior ethos: the military’s subordinate re-

lationship to civilian authority. That subordi-

nation began in 1775, was reconfirmed at

Newburgh, New York, in 1782, and continues

to this day. It’s established in the Constitu-

tion and makes possible the freedom all

Americans enjoy. The Army sets out to

achieve national objectives, not its own, for

selfless service is an institutional as well as an

individual value. And in the end, the Army re-

turns its people back to the nation. America’s

sons and daughters return with their experi-

ence as part of a winning team and share that

spirit as citizens. The traditions and values of

the service derive from a commitment to ex-

cellent performance and operational success.

They also point to the Army’s unwavering

commitment to the society we serve. Those

characteristics serve America and its citi-

zens—both in and out of uniform—well.

CHARACTER DEVELOPMENT

2-91. People come to the Army with a charac-

ter formed by their background, religious or

philosophical beliefs, education, and ex-

perience. Your job as an Army leader would

be a great deal easier if you could check the

values of a new DA civilian or soldier the way

medics check teeth or run a blood test. You

could figure out what values were missing by

a quick glance at Figure 1-1 and administer

the right combination, maybe with an injec-

tion or magic pill.

2-92. But character development is a complex,

lifelong process. No scientist can point to a per-

son and say, “This is when it all happens.”

However, there are a few things you can count

on. You build character in subordinates by cre-

ating organizations in which Army values are

not just words in a book but precepts for what

their members do. You help build subordinates’

character by acting the way you want them to

act. You teach by example, and coach along the

way. (Appendix E contains additional informa-

tion on character development.) When you hold

yourself and your subordinates to the highest

standards, you reinforce the values those stan-

dards embody. They spread throughout the

team, unit, or organization—throughout the

Army—like the waves from a pebble dropped

into a pond.

CHARACTER AND ETHICS

2-93. When you talk about character, you help

your people answer the question, What kind of

person should I be? You must not only embrace

Army values and leader attributes but also use

them to think, reason, and—after reflec-

tion—act. Acting in a situation that tests your

character requires moral courage. Consider this

example.

2-22 FM 22-100

What the Leader Must Be, Know, and Do

The Qualification Report

A battalion in a newly activated division had just spent a great deal of time and effort on weapons
qualification. When the companies reported results, the battalion commander could not understand
why B and C Companies had reported all machine gunners fully qualified while A Company had not.
The A Company Commander said that he could not report his gunners qualified because they had
only fired on the 10-meter range and the manual for qualification clearly stated that the gunners had to
fire on the transition range as well. The battalion commander responded that since the transition
range was not built yet, the gunners should be reported as qualified: “They fired on the only range we
have. And besides, that’s how we did it at Fort Braxton.”

Some of the A Company NCOs, who had also been at Fort Braxton, tried to tell their company
commander the same thing. But the captain insisted the A Company gunners were not fully qualified,
and that’s how the report went to the brigade commander.



2-94. The A Company Commander made his

decision and submitted his report without

knowing how it would turn out. He didn’t know

the brigade commander would back him up, but

he reported his company’s status relative to the

published Army standard anyway. He insisted

on reporting the truth—which took character—

because it was the right thing to do.

2-95. Character is important in living a

consistent and moral life, but character doesn’t

always provide the final answer to the specific

question, What should I do now? Finding that

answer can be called ethical reasoning. Chapter

4 outlines a process for ethical reasoning. When

you read it, keep in mind that the process is

much more complex than the steps indicate and

that you must apply your own values, critical

reasoning skills, and imagination to the situa-

tion. There are no formulas that will serve

every time; sometimes you may not even come

up with an answer that completely satisfies

you. But if you embrace Army values and let

them govern your actions, if you learn from

your experiences and develop your skills over

time, you’re as prepared as you can be to face

the tough calls.

2-96. Some people try to set different Army

values against one another, saying a problem is

about loyalty versus honesty or duty versus re-

spect. Leadership is more complicated than

that; the world isn’t always black and white. If

it were, leadership would be easy and anybody

could do it. However, in the vast majority of

cases, Army values are perfectly compatible; in

fact, they reinforce each other.

CHARACTER AND ORDERS

2-97. Making the right choice and acting on it

when faced with an ethical question can be dif-

ficult. Sometimes it means standing your

ground. Sometimes it means telling your boss

you think the boss is wrong, like the finance su-

pervisor in Chapter 1 did. Situations like these

test your character. But a situation in which

you think you’ve received an illegal order can be

even more difficult.

2-98. In Chapter 1 you read that a good leader

executes the boss’s decision with energy and en-

thusiasm. The only exception to this principle is

your duty to disobey illegal orders. This isn’t a

privilege you can conveniently claim, but a duty

you must perform. If you think an order is ille-

gal, first be sure that you understand both the

details of the order and its original intent. Seek

clarification from the person who gave the or-

der. This takes moral courage, but the question

will be straightforward: Did you really mean for

me to…steal the part…submit a false re-

port…shoot the prisoners? If the question is

complex or time permits, always seek legal

counsel. However, if you must decide immedi-

ately—as may happen in the heat of combat

make the best judgment possible based on

Army values, your experience, and your previ-

ous study and reflection. You take a risk when

you disobey what you believe to be an illegal or-

der. It may be the most difficult decision you’ll

ever make, but that’s what leaders do.

2-99. While you’ll never be completely prepared

for such a situation, spending time reflecting on

Army values and leader attributes may help.

Talk to your superiors, particularly those who
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The brigade commander asked for an explanation of the qualification scores. After hearing the A
Company Commander’s story, he agreed that the brigade would be doing itself no favors by reporting
partially qualified gunners as fully qualified. The incident also sent a message to division: get that
transition range built.

The A Company Commander’s choice was not between loyalty to his battalion commander and
honesty; doing the right thing here meant being loyal and honest. And the company commander had
the moral courage to be both honest and loyal—loyal to the Army, loyal to his unit, and loyal to his
soldiers.



have done what you aspire to do or what you

think you’ll be called on to do; providing counsel

of this sort is an important part of mentoring

(which Chapter 5 discusses). Obviously, you

need to make time to do this before you’re faced

with a tough call. When you’re in the middle of a

firefight, you don’t have time to reflect.

CHARACTER AND BELIEFS

2-100. What role do beliefs play in ethical mat-

ters? Beliefs are convictions people hold as true;

they are based on their upbringing, culture,

heritage, families, and traditions. As a result,

different moral beliefs have been and will con-

tinue to be shaped by diverse religious and

philosophical traditions. You serve a nation

that takes very seriously the notion that people

are free to choose their own beliefs and the ba-

sis for those beliefs. In fact, America’s strength

comes from that diversity. The Army respects

different moral backgrounds and personal con-

victions—as long as they don’t conflict with

Army values.

2-101. Beliefs matter because they are the way

people make sense of what they experience. Be-

liefs also provide the basis for personal values;

values are moral beliefs that shape a person’s

behavior. Effective leaders are careful not to re-

quire their people to violate their beliefs by or-

dering or encouraging any illegal or unethical

action.

2-102. The Constitution reflects our deepest na-

tional values. One of these values is the guaran-

tee of freedom of religion. While religious beliefs

and practices are left to individual conscience,

Army leaders are responsible for ensuring their

soldiers’righttofreelypracticetheirreligion.Ti-

tle 10 of the United States Code states, “Each

commanding officer shall furnish facilities, in-

cluding necessary transportation, to any chap-

lain assigned to his command, to assist the

chaplain in performing his duties.” What does

this mean for Army leaders? The commander

delegates staff responsibility to the chaplain for

programs to enhance spiritual fitness since

many people draw moral fortitude and inner

strength from a spiritual foundation. At the

same time, no leader may apply undue influence

or coerce others in matters of religion—whether

to practice or not to practice specific religious be-

liefs. (The first ten amendments to the Constitu-

tion are called the Bill of Rights. Freedom of

religion is guaranteed by the First Amendment,

an indication of how important the Founders

considered it. You can read the Bill of Rights in

Appendix F.)

2-103. Army leaders also recognize the role be-

liefs play in preparing soldiers for battle. Sol-

diers often fight and win over tremendous odds

whentheyareconvincedof the ideals (beliefs) for

which they are fighting. Commitment to such

beliefs as justice, liberty, freedom, and not let-

ting down your fellow soldier can be essential in-

gredients in creating and sustaining the will to

fight and prevail. A common theme expressed by

American PWs during the Vietnam Conflict was

the importance of values instilled by a common

American culture. Those values helped them to

withstandtortureandthehardshipsofcaptivity.

SECTION II

COMPETENCE: WHAT A LEADER MUST KNOW

The American soldier…demands professional competence in his leaders. In battle, he wants to
know that the job is going to be done right, with no unnecessary casualties. The
noncommissioned officer wearing the chevron is supposed to be the best soldier in the platoon
and he is supposed to know how to perform all the duties expected of him. The American
soldier expects his sergeant to be able to teach him how to do his job. And he expects even more
from his officers.

General of the Army Omar N. Bradley

2-104. Army values and leader attributes form

the foundation of the character of soldiers and

DA civilians. Character, in turn, serves as the

basis of knowing (competence) and doing
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(leadership). The self-discipline that leads to

teamwork is rooted in character. In the Army,

teamwork depends on the actions of compe-

tent leaders of proven character who know

their profession and act to improve their or-

ganizations. The best Army leaders constantly

strive to improve, to get better at what they

do. Their self-discipline focuses on learning

more about their profession and continually

getting the team to perform better. They build

competence in themselves and their subordi-

nates. Leader skills increase in scope and com-

plexity as one moves from direct leader

positions to organizational and strategic

leader positions. Chapters 4, 6, and 7 discuss

in detail the different skills direct, organiza-

tional, and strategic leaders require.

2-105. Competence results from hard, realistic

training. That’s why Basic Training starts with

simple skills, such as drill and marksmanship.

Soldiers who master these skills have a couple of

victories under their belts. The message from

the drill sergeants—explicit or not—is, “You’ve

learned how to do those things; now you’re

ready to take on something tougher.” When you

lead people through progressively more com-

plex tasks this way, they develop the confidence

and will—the inner drive—to take on the next,

more difficult challenge.

2-106. For you as an Army leader, competence

means much more than being well-trained.

Competence links character (knowing the

right thing to do) and leadership (doing or

influencing your people to do the right thing).

Leaders are responsible for being personally

competent, but even that isn’t enough: as a

leader, you’re responsible for your sub-

ordinates’ competence as well.

2-107. Figure 2-3 highlights the four categories

containing skills an Army leader must KNOW:

� Interpersonal skills affect how you deal

with people. They include coaching, teach-

ing, counseling, motivating, and em-

powering.

� Conceptual skills enable you to handle

ideas. They require sound judgment as well

as the ability to think creatively and reason

analytically, critically, and ethically.

� Technical skills are job-related abili-

ties. They include basic soldier skills. As

an Army leader, you must possess the ex-

pertise necessary to accomplish all tasks

and functions you’re assigned.

� Tactical skills apply to solving tactical

problems, that is, problems concerning

employment of units in combat. You en-

hance tactical skills when you combine

them with interpersonal, conceptual, and

technical skills to accomplish a mission.

2-108. Leaders in combat combine interpersonal,

conceptual, technical, and tactical skills to accom-

plish the mission. They use their interpersonal

skills to communicate their intent effectively

and motivate their soldiers. They apply their

conceptual skills to determine viable concepts

of operations, make the right decisions, and

execute the tactics the operational environ-

ment requires. They capitalize on their techni-

cal skills to properly employ the techniques,

procedures, fieldcraft, and equipment that fit

the situation. Finally, combat leaders employ

tactical skill, combining skills from the other

skill categories with knowledge of the art of tac-

tics appropriate to their level of responsibility

and unit type to accomplish the mission. When

plans go wrong and leadership must turn the

tide, it is tactical skill, combined with
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character, that enables an Army leader to seize

control of the situation and lead the unit to mis-

sion accomplishment.

2-109. The Army leadership framework draws

a distinction between developing skills and per-

forming actions. Army leaders who take their

units to a combat training center (CTC) im-

prove their skills by performing actions—by

doing their jobs on the ground in the midst of

intense simulated combat. But they don’t wait

until they arrive at the CTC to develop their

skills; they practice ahead of time in command

post exercises, in combat drills, on firing

ranges, and even on the physical training (PT)

field.

2-110. Your leader skills will improve as your

experience broadens. A platoon sergeant gains

valuable experience on the job that will help

him be a better first sergeant. Army leaders

take advantage of every chance to improve:

they look for new learning opportunities, ask

questions, seek training opportunities, and re-

quest performance critiques.

SECTION III

SECTION III

LEADERSHIP: WHAT A LEADER MUST DO

He gets his men to go along with him because they want to do it for him and they believe in
him.

General of the Army Dwight D. Eisenhower

2-111. Leaders act. They bring together every-

thing they are, everything they believe, and

everything they know how to do to provide pur-

pose, direction, and motivation. Army leaders

work to influence people, operate to accomplish

the mission, and act to improve their organiza-

tion. This section introduces leader actions.

Chapters 5, 6, and 7 discuss them more fully. As

with leader skills, leader actions increase in

scope and complexity as you move from direct

leader positions to organizational and strategic

leader positions.

2-112. Developing the right values, attributes,

and skills is only preparation to lead. Leadership

doesn’t begin until you act. Leaders who live up

to Army values, who display leader attributes,

who are competent, who act at all times as they

would have their people act, will succeed. Lead-

ers who talk a good game but can’t back their

words with actions will fail in the long run.

2-26 FM 22-100

What the Leader Must Be, Know, and Do

V
A

L
U

E
S

A
T

T
R

IB
U

T
E

S

S
K

IL
L

S

“Be” “Know”

THE LEADERTHE LEADER

of Character and Competence Acts...

to Achieve Excellenceto Achieve Excellence

Influencing

Operating

Improving

Figure 2-4. Leader Actions



INFLUENCING

2-113. Army leaders use interpersonal skills to

guide others toward a goal. Direct leaders most

often influence subordinates face to face—such

as when a team leader gives instructions, recog-

nizes achievement, and encourages hard work.

Organizational and strategic leaders also influ-

ence their immediate subordinates and staff

face to face; however, they guide their organiza-

tions primarily by indirect influence. Squad

leaders, for example, know what their division

commander wants, not because the general has

briefed each one personally, but because his

intent is passed through the chain of command.

Influencing actions fall into these categories:

� Communicating involves displaying good

oral, written, and listening skills for indi-

viduals and groups.

� Decision making involves selecting the

line of action intended to be followed as the

one most favorable to the successful

accomplishment of the mission. This in-

volves using sound judgment, reasoning

logically, and managing resources wisely.

� Motivating involves inspiring and guiding

others toward mission accomplishment.

OPERATING

2-114. Operating is what you do to accomplish

the immediate mission, to get the job done on

time and to standard. Operating actions fall

into these categories:

� Planning and preparing involve de-

veloping detailed, executable plans that are

feasible, acceptable, and suitable; arranging

unit support for the exercise or operation;

and conducting rehearsals. During tactical

operations, decision making and planning

are enhanced by two methodologies: the

military decision making process (MDMP)

and the troop leading procedures (TLP).

Battalion and higher echelons follow the

MDMP. Company and lower echelons follow

the TLP. (FM 101-5 discusses the MDMP.)

� Executing involves meeting mission

standards, taking care of people, and effi-

ciently managing resources.

� Assessing involves evaluating the effici-

ency and effectiveness of any system or plan

in terms of its purpose and mission.

2-115. Leaders assess, or judge, performance so

they can determine what needs to be done to

sustain the strong areas and improve weak

ones. This kind of forward thinking is linked to

the last leader action, improving.
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IMPROVING

2-116. Good leaders strive to leave an organiza-

tion better than they found it. A child

struggling to understand why it is better to put

money in a piggy bank is learning what leaders

know: plan and sacrifice now for the sake of the

future. All leaders are tempted to focus on the

short-term gain that makes them and their or-

ganizations look good today: “Why bother to fix

it now? By the time next year rolls around, it

will be someone else’s problem.” But that atti-

tude doesn’t serve either your subordinates or

the Army well. When an organization sacrifices

important training with long-term ef-

fects—say, training that leads to true marks-

manship skill—and focuses exclusively on

short-term appearances—such as qualification

scores—the organization’s capabilities suffers.

2-117. The results of shortsighted priorities

may not appear immediately, but they will ap-

pear. Loyalty to your people as well as the Army

as an institution demands you consider the

long-term effects of your actions. Some of your

people will remain in the organization after

you’ve moved on. Some will still be in the Army

after you’re long gone. Soldiers and DA civil-

ians tomorrow must live with problems leaders

don’t fix today.

2-118. Army leaders set priorities and balance

competing demands. They focus their

organizations’ efforts on short- and long-term

goals while continuing to meet requirements

that may or may not contribute directly to

achieving those goals. In the case of weapons

proficiency, qualification is a requirement but

true marksmanship skill is the goal. For battle-

field success, soldiers need training that leads

to understanding and mastery of technical and

tactical skills that hold up under the stress of

combat. Throw in all the other things vying for

an organization’s time and resources and your

job becomes even more difficult. Guidance from

higher headquarters may help, but you must

make the tough calls. Improving actions fall

into these categories:

� Developing involves investing adequate

time and effort to develop individual sub-

ordinates as leaders. It includes mentoring.

� Building involves spending time and

resources to improve teams, groups, and

units and to foster an ethical climate.

� Learning involves seeking self-

improvement and organizational growth. It

includes envisioning, adapting, and leading

change.

SUMMARY

2-119. As an Army leader, leadership in combat

is your primary and most important challenge.

It requires you to accept a set of values that con-

tributes to a core of motivation and will. If you

fail to accept and live these Army values, your

soldiers may die unnecessarily and you may fail

to accomplish your mission.

2-120. What must you, as an Army leader, BE,

KNOW, and DO? You must have character,

that combination of values and attributes that

underlie your ability to see what needs to be

done, decide to do it, and influence others to fol-

low you. You must be competent, that is, pos-

sess the knowledge and skills required to do

your job right. And you must lead, take the

proper actions to accomplish the mission based

on what your character tells you is ethically

right and appropriate for the situation.

2-121. Leadership in combat, the greatest chal-

lenge, requires a basis for your motivation and

will. That foundation is Army values. In them

are rooted the basis for the character and self-

discipline that generate the will to succeed and

the motivation to persevere. From this motiva-

tion derives the lifelong work of self-

development in theskills thatmakeasuccessful

Army leader, one who walks the talk of BE,

KNOW, DO. Chapter 3 examines the environ-

ment that surrounds your people and how what

you do as a leader affects it. Understanding the

human dimension is essential to mastering

leader skills and performing leader actions.
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Appendi B

Performance Indicators

B-1. Appendix B is organized around the leader-

ship dimensions that Chapters 1 through 7

discuss and that Figure B-1 shows. This appen-

dix lists indicators for you to use to assess the

leadership of yourself and others based on these

leadership dimensions. Use it as an assessment

and counseling tool, not as a source of phrases

for evaluation reports. When you prepare an

evaluation, make comments that apply specifi-

cally to the individual you are evaluating. Do

not limit yourself to the general indicators

listed here. Be specific; be precise; be objective;

be fair.
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Leaders of character and competence . . . act to achieve excellence by providing purpose,
direction and motivation.
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� The mental attributes of an Army leader are will, self-discipline, initiative, judgment, self-
confidence, intelligence, and cultural awareness.
� The physical attributes of an Army leader are health fitness, physical fitness, and military and pro-
fessional bearing.
� The emotional attributes of an Army leader are self-control, balance, and stability.
�The interpersonal, conceptual, technical, and tactical skills are different for direct, organizational,
and strategic leaders.
�The influencing, operating, and improving actions are different for direct, organizational, and
strategic leaders.

Figure B-1. Leadership Dimensions



VALUES

LOYALTY

B-2. Leaders who demonstrate loyalty—

� Bear true faith and allegiance in the correct

order to the Constitution, the Army, and the

organization.

� Observe higher headquarters’ priorities.

� Work within the system without manipulat-

ing it for personal gain.

DUTY

B-3. Leaders who demonstrate devotion to

duty—

� Fulfill obligations—professional, legal, and

moral.

� Carry out mission requirements.

� Meet professional standards.

� Set the example.

� Comply with policies and directives.

� Continually pursue excellence.

RESPECT

B-4. Leaders who demonstrate respect—

� Treat people as they should be treated.

� Create a climate of fairness and equal op-

portunity.

� Are discreet and tactful when correcting or

questioning others.

� Show concern for and make an effort to

check on the safety and well-being of others.

� Are courteous.

� Don’t take advantage of positions of author-

ity.

SELFLESS SERVICE

B-5. Leaders who demonstrate selfless

service—

� Put the welfare of the nation, the Army, and

subordinates before their own.

� Sustain team morale.

� Share subordinates’ hardships.

� Give credit for success to others and accept

responsibility for failure themselves.

HONOR

B-6. Leaders who demonstrate honor—

� Live up to Army values.

� Don’t lie, cheat, steal, or tolerate those ac-

tions by others.

INTEGRITY

B-7. Leaders who demonstrate integrity—

� Do what is right legally and morally.

� Possess high personal moral standards.

� Are honest in word and deed.

� Show consistently good moral judgment and

behavior.

� Put being right ahead of being popular.

PERSONAL COURAGE

B-8. Leaders who demonstrate personal

courage—

� Show physical and moral bravery.

� Take responsibility for decisions and ac-

tions.

� Accept responsibility for mistakes and

shortcomings.
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ATTRIBUTES

MENTAL ATTRIBUTES

B-9. Leaders who demonstrate desirable

mental attributes—

� Possess and display will, self-discipline, ini-

tiative, judgment, self-confidence, in-

telligence, common sense, and cultural

awareness.

� Think and act quickly and logically, even

when there are no clear instructions or the

plan falls apart.

� Analyze situations.

� Combine complex ideas to generate feasible

courses of action.

� Balance resolve and flexibility.

� Show a desire to succeed; do not quit in the

face of adversity.

� Do their fair share.

� Balance competing demands.

� Embrace and use the talents of all members

to build team cohesion.

PHYSICAL ATTRIBUTES

B-10. Leaders who demonstrate desirable

physical attributes—

� Maintain an appropriate level of physical

fitness and military bearing.

� Present a neat and professional appearance.

� Meet established norms of personal

hygiene, grooming, and cleanliness.

� Maintain Army height and weight

standards (not applicable to DA civilians).

� Render appropriate military and civilian

courtesies.

� Demonstrate nonverbal expressions and

gestures appropriate to the situation.

� Are personally energetic.

� Cope with hardship.

� Complete physically demanding endeavors.

� Continue to function under adverse

conditions.

� Lead by example in performance, fitness,

and appearance.

EMOTIONAL ATTRIBUTES

B-11. Leaders who demonstrate appropriate

emotional attributes—

� Show self-confidence.

� Remain calm during conditions of stress,

chaos, and rapid change.

� Exercise self-control, balance, and stability.

� Maintain a positive attitude.

� Demonstrate mature, responsible behavior

that inspires trust and earns respect.

S ILLS

INTERPERSONAL S ILLS

B-12. Leaders who demonstrate interpersonal

skills—

� Coach, teach, counsel, motivate, and em-

power subordinates.

� Readily interact with others.

� Earn trust and respect.

� Actively contribute to problem solving and

decision making.

� Are sought out by peers for expertise and

counsel

CONCEPTUAL S ILLS

B-13. Leaders who demonstrate conceptual

skills—

� Reason critically and ethically.

� Think creatively.

� Anticipate requirements and contingencies.

� Improvise within the commander’s intent.

� Use appropriate reference materials.

� Pay attention to details.
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TECHNICAL SILLS

B-14. Leaders who demonstrate technical

skills—

� Possess or develop the expertise necessary

to accomplish all assigned tasks and

functions.

� Know standards for task accomplishment.

� Know the small unit tactics, techniques,

and procedures that support the or-

ganization’s mission.

� Know the drills that support the organiza-

tion’s mission.

� Prepare clear, concise operation orders.

� Understand how to apply the factors of mis-

sion, enemy, terrain and weather, troops, time

available, and civil considerations (METT-TC)

to mission analysis.

� Master basic soldier skills.

� Know how to use and maintain equipment.

� Know how and what to inspect or check.

� Use technology, especially information

technology, to enhance communication.

TACTICAL S ILLS

B-15. Leaders who demonstrate tactical

skills—

� Know how to apply warfighting doctrine

within the commander’s intent.

� Apply their professional knowledge, judg-

ment, and warfighting skill at the appropri-

ate leadership level.

� Combine and apply skill with people, ideas,

and things to accomplish short-term mis-

sions.

� Apply skill with people, ideas, and things to

train for, plan, prepare, execute and assess

offensive, defensive, stability, and support

actions.

ACTIONS

INFLUENCING

B-16. Leaders who influence—

� Use appropriate methods to reach goals

while operating and improving.

� Motivate subordinates to accomplish as-

signed tasks and missions.

� Set the example by demonstrating enthusi-

asm for—and, if necessary, methods of—ac-

complishing assigned tasks.

� Make themselves available to assist peers

and subordinates.

� Share information with subordinates.

� Encourage subordinates and peers to ex-

press candid opinions.

� Actively listen to feedback and act appropri-

ately based on it.

� Mediate peer conflicts and disagreements.

� Tactfully confront and correct others when

necessary.

� Earn respect and obtain willing cooperation

of peers, subordinates, and superiors.

� Challenge others to match their example.

� Take care of subordinates and their fami-

lies, providing for their health, welfare,

morale, and training.

� Are persuasive in peer discussions and pru-

dently rally peer pressure against peers

when required.

� Provide a team vision for the future.

� Shape the organizational climate by setting,

sustaining, and ensuring a values-based en-

vironment.

Communicating

B-17. Leaders who communicate effectively—

� Display good oral, written, and listening

skills.

� Persuade others.

� Express thoughts and ideas clearly to indi-

viduals and groups.

B-18. Oral Communication. Leaders who

effectively communicate orally—

� Speak clearly and concisely.

� Speak enthusiastically and maintain listen-

ers’ interest and involvement.
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� Make appropriate eye contact when speak-

ing.

� Use gestures that are appropriate but not

distracting.

� Convey ideas, feelings, sincerity, and

conviction.

� Express well-thought-out and well-

organized ideas.

� Use grammatically and doctrinally correct

terms and phrases.

� Use appropriate visual aids.

� Act to determine, recognize and resolve mis-

understandings.

� Listen and watch attentively; make appro-

priate notes; convey the essence of what was

said or done to others.

� React appropriately to verbal and nonverbal

feedback.

� Keep conversations on track.

B-19. Written Communication. Leaders

who effectively communicate in writing—

� Are understood in a single rapid reading by

the intended audience.

� Use correct grammar, spelling, and

punctuation.

� Have legible handwriting.

� Put the “bottom line up front.”

� Use the active voice.

� Use an appropriate format, a clear organiza-

tion, and a reasonably simple style.

� Use only essential acronyms and spell out

those used.

� Stay on topic.

� Correctly use facts and data.

(DA Pam 600-67 discusses techniques for writ-

ing effectively.)

Decision Making

B-20. Leaders who make effective, timely

decisions—

� Employ sound judgment and logical reason-

ing.

� Gather and analyze relevant information

about changing situations to recognize and

define emerging problems.

� Make logical assumptions in the absence of

facts.

� Uncover critical issues to use as a guide in

both making decisions and taking advan-

tage of opportunities.

� Keep informed about developments and pol-

icy changes inside and outside the organiza-

tion.

� Recognize and generate innovative solu-

tions.

� Develop alternative courses of action and

choose the best course of action based on

analysis of their relative costs and benefits.

� Anticipate needs for action.

� Relate and compare information from

different sources to identify possible cause-

and-effect relationships.

� Consider the impact and implications of de-

cisions on others and on situations.

� Involve others in decisions and keep them

informed of consequences that affect them.

� Take charge when in charge.

� Define intent.

� Consider contingencies and their conse-

quences.

� Remain decisive after discovering a mis-

take.

� Act in the absence of guidance.

� Improvise within commander’s intent; han-

dle a fluid environment.

Motivating

B-21. Leaders who effectively motivate—

� Inspire, encourage, and guide others toward

mission accomplishment.

� Don’t show discouragement when facing

setbacks.

� Attempt to satisfy subordinates’ needs.

� Give subordinates the reason for tasks.

� Provide accurate, timely, and (where appro-

priate) positive feedback.

� Actively listen for feedback from subordi-

nates.

� Use feedback to modify duties, tasks, re-

quirements, and goals when appropriate.
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� Recognize individual and team accomplish-

ments and reward them appropriately.

� Recognize poor performance and address it

appropriately.

� Justly apply disciplinary measures.

� Keep subordinates informed.

� Clearly articulate expectations.

� Consider duty positions, capabilities, and

developmental needs when assigning tasks.

� Provide early warning to subordinate lead-

ers of tasks they will be responsible for.

� Define requirements by issuing clear and

concise orders or guidance.

� Allocate as much time as possible for task

completion.

� Accept responsibility for organizational per-

formance. Credit subordinates for good per-

formance. Take responsibility for and

correct poor performance.

OPERATING

B-22. Leaders who effectively operate—

� Accomplish short-term missions.

� Demonstrate tactical and technical compe-

tency appropriate to their rank and posi-

tion.

� Complete individual and unit tasks to stan-

dard, on time, and within the commander’s

intent.

Planning and Preparing

B-23. Leaders who effectively plan—

� Develop feasible and acceptable plans for

themselves and others that accomplish the

mission while expending minimum

resources and posturing the organization

for future missions.

� Use forward planning to ensure each course

of action achieves the desired outcome.

� Use reverse planning to ensure that all

tasks can be executed in the time available

and that tasks depending on other tasks are

executed in the correct sequence.

� Determine specified and implied tasks and

restate the higher headquarters’ mission in

terms appropriate to the organization.

� Incorporate adequate controls such as time

phasing; ensure others understand when

actions should begin or end.

� Adhere to the “1 3 2 3 Rule”; give subordi-

nates time to plan.

� Allocate time to prepare and conduct re-

hearsals.

� Ensure all courses of action accomplish the

mission within the commander’s intent.

� Allocate available resources to competing

demands by setting task priorities based on

the relative importance of each task.

� Address likely contingencies.

� Remain flexible.

� Consider SOPs, the factors of METT-TC,

and the military aspects of terrain

(OCOKA).

� Coordinate plans with higher, lower,

adjacent, and affected organizations.

� Personally arrive on time and meet dead-

lines; require subordinates and their or-

ganizations to accomplish tasks on time.

� Delegate all tasks except those they are re-

quired to do personally.

� Schedule activities so the organization

meets all commitments in critical per-

formance areas.

� Recognize and resolve scheduling conflicts.

� Notify peers and subordinates as far in ad-

vance as possible when their support is

required.

� Use some form of a personal planning calen-

dar to organize requirements.

Executing

B-24. Leaders who effectively execute—

� Use technical and tactical skills to meet mis-

sion standards, take care of people, and ac-

complish the mission with available

resources.

� Perform individual and collective tasks to

standard.

� Execute plans, adjusting when necessary, to

accomplish the mission.

� Encourage initiative.

� Keep higher and lower headquarters, supe-

riors, and subordinates informed.
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� Keep track of people and equipment.

� Make necessary on-the-spot corrections.

� Adapt to and handle fluid environments.

� Fight through obstacles, difficulties, and

hardships to accomplish the mission.

� Keep track of task assignments and sus-

penses; adjust assignments, if necessary;

follow up.

Assessing

B-25. Leaders who effectively assess—

� Use assessment techniques and evaluation

tools (especially AARs) to identify lessons

learned and facilitate consistent im-

provement.

� Establish and employ procedures for moni-

toring, coordinating, and regulating subor-

dinates’ actions and activities.

� Conduct initial assessments when begin-

ning a new task or assuming a new position.

� Conduct IPRs.

� Analyze activities to determine how desired

end states are achieved or affected.

� Seek sustainment in areas when the organi-

zation meets the standard.

� Observe and assess actions in progress

without oversupervising.

� Judge results based on standards.

� Sort out important actual and potential

problems.

� Conduct and facilitate AARs; identify les-

sons.

� Determine causes, effects, and contributing

factors for problems.

� Analyze activities to determine how desired

end states can be achieved ethically.

IMPROVING

B-26. Leaders who effectively improve the

organization—

� Sustain skills and actions that benefit them-

selves and each of their people for the fu-

ture.

� Sustain and renew the organization for the

future by managing change and exploiting

individual and institutional learning capa-

bilities.

� Create and sustain an environment where

all leaders, subordinates, and organizations

can reach their full potential.

Developing

B-27. Leaders who effectively develop—

� Strive to improve themselves, subordinates,

and the organization.

� Mentor by investing adequate time and ef-

fort in counseling, coaching, and teaching

their individual subordinates and sub-

ordinate leaders.

� Set the example by displaying high stan-

dards of duty performance, personal ap-

pearance, military and professional bearing,

and ethics.

� Create a climate that expects good perfor-

mance, recognizes superior performance,

and doesn’t accept poor performance.

� Design tasks to provide practice in areas of

subordinate leaders’ weaknesses.

� Clearly articulate tasks and expectations

and set realistic standards.

� Guide subordinate leaders in thinking

through problems for themselves.

� Anticipate mistakes and freely offer

assistance without being overbearing.

� Observe, assess, counsel, coach, and evalu-

ate subordinate leaders.

� Motivate subordinates to develop

themselves.

� Arrange training opportunities that help

subordinates achieve insight, self-

awareness, self-esteem, and effectiveness.

� Balance the organization’s tasks, goals, and

objectives with subordinates’ personal and

professional needs.

� Develop subordinate leaders who demon-

strate respect for natural resources and the

environment.

� Act to expand and enhance subordinates’

competence and self-confidence.

� Encourage initiative.

� Create and contribute to a positive organi-

zational climate.

� Build on successes.

� Improve weaknesses.
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Building

B-28. Leaders who effectively build—

� Spend time and resources improving the or-

ganization.

� Foster a healthy ethical climate.

� Act to improve the organization’s collective

performance.

� Comply with and support organizational

goals.

� Encourage people to work effectively with

each other.

� Promote teamwork and team achievement.

� Are examples of team players.

� Offer suggestions, but properly execute de-

cisions of the chain of command and NCO

support channel—even unpopular ones—as

if they were their own.

� Accept and act on assigned tasks.

� Volunteer in useful ways.

� Remain positive when the situation

becomes confused or changes.

� Use the chain of command and NCO sup-

port channel to solve problems.

� Support equal opportunity.

� Prevent sexual harassment.

� Participate in organizational activities and

functions.

� Participate in team tasks and missions

without being requested to do so.

� Establish an organizational climate that

demonstrates respect for the environment

and stewards natural resources.

Learning

B-29. Leaders who effectively learn—

� Seek self-improvement in weak areas.

� Encourage organizational growth.

� Envision, adapt, and lead change.

� Act to expand and enhance personal and or-

ganizational knowledge and capabilities.

� Apply lessons learned.

� Ask incisive questions.

� Envision ways to improve.

� Design ways to practice.

� Endeavor to broaden their understanding.

� Transform experience into knowledge and

use it to improve future performance.

� Make knowledge accessible to the entire or-

ganization.

� Exhibit reasonable self-awareness.

� Take time off to grow and recreate.

� Embrace and manage change; adopt a

future orientation.

� Use experience to improve themselves and

the organization.
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C-1. Subordinate leadership development is

one of the most important responsibilities of

every Army leader. Developing the leaders who

will come after you should be one of your high-

est priorities. Your legacy and the Army’s fu-

ture rests on the shoulders of those you prepare

for greater responsibility.

C-2. Leadership development reviews are a

means to focus the growing of tomorrow’s lead-

ers. Think of them as AARs with a focus of mak-

ing leaders more effective every day. These

important reviews are not necessarily limited

to internal counseling sessions; leadership feed-

back mechanisms also apply in operational set-

tings such as the CTCs.

C-3. Just as training includes AARs and train-

ing strategies to fix shortcomings, leadership

development includes performance reviews.

These reviews result in agreements between

leader and subordinate on a development strat-

egy or plan of action that builds on the subordi-

nate’s strengths and establishes goals to

improve on weaknesses. Leaders conduct per-

formance reviews and create plans of action

during developmental counseling.

C-4. Leadership development reviews are a

component of the broader concept of develop-

mental counseling. Developmental counseling

is subordinate-centered communication that

produces a plan outlining actions that subordi-

nates must take to achieve individual and or-

ganizational goals. During developmental

counseling, subordinates are not merely pas-

sive listeners; they’re actively involved in the

process. The Developmental Counseling Form

(DA Form 4856-E, which is discussed at the end

of this appendix) provides a useful framework

to prepare for almost any type of counseling.

Use it to help you mentally organize issues and

isolate important, relevant items to cover dur-

ing counseling sessions.

C-5. Developmental counseling is a shared ef-

fort. As a leader, you assist your subordinates in

identifying strengths and weaknesses and cre-

ating plans of action. Then you support them

throughout the plan implementation and as-

sessment. However, to achieve success, your

subordinates must be forthright in their com-

mitment to improve and candid in their own as-

sessment and goal setting.

THE LEADER’S RESPONSIBILITIES

C-6. Organizational readiness and mission ac-

complishment depend on every member’s abil-

ity to perform to established standards.

Supervisors must mentor their subordinates

through teaching, coaching, and counseling.

Leaders coach subordinates the same way

sports coaches improve their teams: by identify-

ing weaknesses, setting goals, developing and

implementing plans of action, and providing

oversight and motivation throughout the pro-

cess. To be effective coaches, leaders must thor-

oughly understand the strengths, weaknesses,

and professional goals of their subordinates.

(Chapter 5 discusses coaching.)

C-7. Army leaders evaluate DA civilians using

procedures prescribed under the Total Army

Performance Evaluation System (TAPES). Al-

though TAPES doesn’t address developmental

counseling, you can use DA Form 4856-E to

counsel DA civilians concerning professional

growth and career goals. DA Form 4856-E is

not appropriate for documenting counseling

concerning DA civilian misconduct or poor per-

formance. The servicing civilian personnel of-

fice can provide guidance for such situations.

C-8. Soldiers and DA civilians often perceive

counseling as an adverse action. Effective leaders
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who counsel properly can change that perception.

Army leaders conduct counseling to help subordi-

nates become better members of the team, main-

tain or improve performance, and prepare for the

future. Just as no easy answers exist for exactly

what to do in all leadership situations, no easy

answers exist for exactly what to do in all counsel-

ing situations. However, to conduct effective

counseling, you should develop a counseling style

with the characteristics listed in Figure C-1.

THE LEADER AS A COUNSELOR

C-9. Army leaders must demonstrate certain

qualities to be effective counselors. These quali-

ties include respect for subordinates, self-

awareness and cultural awareness, empathy,

and credibility.

RESPECT FOR SUBORDINATES

C-10. As an Army leader, you show respect for

subordinates when you allow them to take re-

sponsibility for their own ideas and actions. Re-

specting subordinates helps create mutual

respect in the leader-subordinate relationship.

Mutual respect improves the chances of chang-

ing (or maintaining) behavior and achieving

goals.

SELF AWARENESS AND CULTURAL

AWARENESS

C-11. As an Army leader, you must be fully

aware of your own values, needs, and biases

prior to counseling subordinates. Self-aware

leaders are less likely to project their biases

onto subordinates. Also, aware leaders are

more likely to act consistently with their own

values and actions.

C-12. Cultural awareness, as discussed in

Chapter 2, is a mental attribute. As an Army

leader, you need to be aware of the similarities

and differences between individuals of different

cultural backgrounds and how these factors

may influence values, perspectives, and actions.

Don’t let unfamiliarity with cultural back-

grounds hinder you in addressing cultural is-

sues, especially if they generate concerns

within the organization or hinder team-

building. Cultural awareness enhances your

ability to display empathy.
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� Purpose: Clearly define the purpose of the counseling.

� Flexibility: Fit the counseling style to the character of each subordinate and to the relation-

ship desired.

� Respect: View subordinates as unique, complex individuals, each with a distinct set of values,

beliefs, and attitudes.

� Communication: Establish open, two-way communication with subordinates using spoken

language, nonverbal actions, gestures, and body language. Effective counselors listen more

than they speak.

� Support: Encourage subordinates through actions while guiding them through their prob-

lems.



EMPATHY

C-13. Empathy is the action of being

understanding of and sensitive to the feelings,

thoughts, and experiences of another person to

the point that you can almost feel or experience

them yourself. Leaders with empathy can put

themselves in their subordinate’s shoes; they

can see a situation from the other person’s per-

spective. By understanding the subordinate’s

position, you can help a subordinate develop a

plan of action that fits the subordinate’s per-

sonality and needs, one that works for the sub-

ordinate. If you don’t fully comprehend a

situation from your subordinate’s point of view,

you have less credibility and influence and your

subordinate is less likely to commit to the

agreed upon plan of action.

CREDIBILITY

C-14. Leaders achieve credibility by being hon-

est and consistent in their statements and ac-

tions. To be credible, use a straightforward

style with your subordinates. Behave in a man-

ner that your subordinates respect and trust.

You can earn credibility by repeatedly demon-

strating your willingness to assist a subordi-

nate and being consistent in what you say and

do. If you lack credibility with your subordi-

nates you’ll find it difficult to influence them.

LEADER COUNSELING S ILLS

C-15. One challenging aspect of counseling is

selecting the proper approach to a specific

situation. To counsel effectively, the technique

you use must fit the situation, your capabilities,

and your subordinate’s expectations. In some

cases, you may only need to give information or

listen. A subordinate’s improvement may call

for just a brief word of praise. Other situations

may require structured counseling followed by

definite actions.

C-16. All leaders should seek to develop and

improve their own counseling abilities. You can

improve your counseling techniques by study-

ing human behavior, learning the kinds of prob-

lems that affect your subordinates, and

developing your interpersonal skills. The tech-

niques needed to provide effective counseling

will vary from person to person and session to

session. However, general skills that you’ll

need in almost every situation include active

listening, responding, and questioning.

ACTIVE LISTENING

C-17. During counseling, you must actively lis-

ten to your subordinate. When you’re actively

listening, you communicate verbally and non-

verbally that you’ve received the subordinate’s

message. To fully understand a subordinate’s

message, you must listen to the words and ob-

serve the subordinate’s manners. Elements of

active listening you should consider include—

� Eye contact. Maintaining eye contact

without staring helps show sincere interest.

Occasional breaks of contact are normal and

acceptable. Subordinates may perceive

excessive breaks of eye contact, paper shuf-

fling, and clock-watching as a lack of inter-

est or concern. These are guidelines only.

Based on cultural background, participants

in a particular counseling session may have

different ideas about what proper eye

contact is.

� Body posture. Being relaxed and com-

fortable will help put the subordinate at

ease. However, a too-relaxed position or

slouching may be interpreted as a lack of in-

terest.

� Head nods. Occasionally nodding your

head shows you’re paying attention and

encourages the subordinate to continue.

� Facial expressions. Keep your facial

expressions natural and relaxed. A blank

look or fixed expression may disturb the

subordinate. Smiling too much or frowning

may discourage the subordinate from

continuing.

� Verbal expressions. Refrain from talking

too much and avoid interrupting. Let the

subordinate do the talking while keeping

the discussion on the counseling subject.

Speaking only when necessary reinforces

the importance of what the subordinate is

saying and encourages the subordinate to
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continue. Silence can also do this, but be

careful. Occasional silence may indicate to

the subordinate that it’s okay to continue

talking, but a long silence can sometimes be

distracting and make the subordinate feel

uncomfortable.

C-18. Active listening also means listening

thoughtfully and deliberately to the way a sub-

ordinate says things. Stay alert for common

themes. A subordinate’s opening and closing

statements as well as recurring references may

indicate the subordinate’s priorities. Inconsis-

tencies and gaps may indicate a subordinate’s

avoidance of the real issue. This confusion and

uncertainty may suggest additional questions.

C-19. While listening, pay attention to the sub-

ordinate’s gestures. These actions complete the

total message. By watching the subordinate’s

actions, you can “see” the feelings behind the

words. Not all actions are proof of a subordi-

nate’s feelings, but they should be taken into

consideration. Note differences between what

the subordinate says and does. Nonverbal indi-

cators of a subordinate’s attitude include—

� Boredom. Drumming on the table,

doodling, clicking a ball-point pen, or rest-

ing the head in the palm of the hand.

� Self-confidence. Standing tall, leaning

back with hands behind the head, and

maintaining steady eye contact.

� Defensiveness. Pushing deeply into a

chair, glaring at the leader, and making

sarcastic comments as well as crossing or

folding arms in front of the chest.

� Frustration. Rubbing eyes, pulling on an

ear, taking short breaths, wringing the

hands, or frequently changing total body po-

sition.

� Interest friendliness and openness.

Moving toward the leader while sitting.

� Openness or anxiety. Sitting on the edge

of the chair with arms uncrossed and hands

open.

C-20. Consider these indicators carefully. Al-

though each indicator may show something

about the subordinate, don’t assume a particu-

lar behavior absolutely means something. Ask

the subordinate about the indicator so you can

better understand the behavior and allow the

subordinate to take responsibility for it.

RESPONDING

C-21. Responding skills follow-up on active lis-

tening skills. A leader responds to communicate

that the leader understands the subordinate.

From time to time, check your understanding:

clarify and confirm what has been said. Respond

to subordinates both verbally and nonverbally.

Verbal responses consist of summarizing, inter-

preting, and clarifying the subordinate’s mes-

sage. Nonverbal responses include eye contact

and occasional gestures such as a head nod.

UESTIONING

C-22. Although questioning is a necessary skill,

you must use it with caution. Too many ques-

tions can aggravate the power differential be-

tween a leader and a subordinate and place the

subordinate in a passive mode. The subordinate

may also react to excessive questioning as an in-

trusion of privacy and become defensive. Dur-

ing a leadership development review, ask

questions to obtain information or to get the

subordinate to think about a particular situa-

tion. Generally, the questions should be open-

ended so as to evoke more than a yes or no an-

swer. Well-posed questions may help to verify

understanding, encourage further explanation,

or help the subordinate move through the

stages of the counseling session.

COUNSELING ERRORS

C-23. Effective leaders avoid common

counseling mistakes. Dominating the counsel-

ing by talking too much, giving unnecessary or

inappropriate “advice,” not truly listening, and

projecting personal likes, dislikes, biases, and

prejudices all interfere with effective

counseling. You should also avoid other com-

mon mistakes such as rash judgments, stereo-

types, loss of emotional control, inflexible

methods of counseling and improper follow-up.

To improve your counseling skills, follow the

guidelines in Figure C-2.
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THE LEADER’S LIMITATIONS

C-24. Army leaders can’t help everyone in every

situation. Even professional counselors can’t

provide all the help that a person might need.

You must recognize your limitations and, when

the situation calls for it, refer a subordinate to a

person or agency more qualified to help.

C-25. These agencies Figure C-3 lists can help

you and your people resolve problems. Although

it’s generally in an individual’s best interest to

seek help first from their first-line leaders, lead-

ers must always respect an individual’s right to

contact most of these agencies on their own.
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� Determine the subordinate’s role in the situation and what the subordinate has done to resolve

the problem or improve performance.

� Draw conclusions based on more than the subordinate’s statement.

� Try to understand what the subordinate says and feels; listen to what the subordinate says and

how the subordinate says it.

� Show empathy when discussing the problem.

� When asking questions, be sure that you need the information.

� Keep the conversation open-ended; avoid interrupting.

� Give the subordinate your full attention.

� Be receptive to the subordinate’s feelings without feeling responsible to save the subordinate

from hurting.

� Encourage the subordinate to take the initiative and to say what the subordinate wants to say.

� Avoid interrogating.

� Keep your personal experiences out of the counseling session unless you believe your experi-

ences will really help.

� Listen more; talk less.

� Remain objective.

� Avoid confirming a subordinate’s prejudices.

� Help the subordinate help himself.

� Know what information to keep confidential and what to present to the chain of command.
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TYPES OF DEVELOPMENTAL COUNSELING

C-26. You can often categorize developmental

counseling based on the topic of the session. The

two major categories of counseling are event-

oriented and performance professional growth.

EVENT-ORIENTED COUNSELING

C-27. Event-oriented counseling involves a

specific event or situation. It may precede

events, such as going to a promotion board or

attending a school; or it may follow events, such

as a noteworthy duty performance, a problem

with performance or mission accomplishment,

or a personal problem. Examples of event-

oriented counseling include, but are not limited

to—

� Specific instances of superior or substan-

dard performance.

� Reception and integration counseling.

� Crisis counseling.

� Referral counseling.

� Promotion counseling.

� Separation counseling.

Counseling for Specific Instances

C-28. Sometimes counseling is tied to specific

instances of superior or substandard duty per-

formance. You tell your subordinate whether or

not the performance met the standard and what

the subordinate did right or wrong. The key to

successful counseling for specific performance

is to conduct it as close to the event as possible.

C-29. Many leaders focus counseling for spe-

cific instances on poor performance and miss,

or at least fail to acknowledge, excellent per-

formance. You should counsel subordinates for

specific examples of superior as well as substan-

dard duty performance. To measure your own

performance and counseling emphasis, you can

note how often you document counseling for su-

perior versus substandard performance.

C-30. You should counsel subordinates who

don’t meet the standard. If the subordinate’s

performance is unsatisfactory because of a lack

of knowledge or ability, you and the subordi-

nate should develop a plan to improve the sub-

ordinate’s skills. Corrective training may be

required at times to ensure the subordinate

knows and achieves the standard. Once the sub-

ordinate can achieve the standard, you should

end the corrective training.

C-31. When counseling a subordinate for a spe-

cific performance, take the following actions:

� Tell the subordinate the purpose of the

counseling, what was expected, and how the

subordinate failed to meet the standard.

� Address the specific unacceptable behavior

or action, not the person’s character.

� Tell the subordinate the effect of the behav-

ior, action, or performance on the rest of the

organization.

� Actively listen to the subordinate’s re-

sponse.

� Remain unemotional.

� Teach the subordinate how to meet the

standard.

� Be prepared to do some personal counseling,

since a failure to meet the standard may be

related to or the result of an unresolved per-

sonal problem.

� Explain to the subordinate what will be

done to improve performance (plan of ac-

tion). Identify your responsibilities in im-

plementing the plan of action; continue to

assess and follow up on the subordinate’s

progress. Adjust plan of action as necessary.

Reception and Integration Counseling

C-32. As the leader, you must counsel new

team members when they arrive at your organi-

zation. This reception and integration counsel-

ing serves two purposes. First, it identifies and

helps fix any problems or concerns that new

members may have, especially any issues re-

sulting from the new duty assignment. Second,

it lets them know the organizational standards

and how they fit into the team. It clarifies job ti-

tles and sends the message that the chain of

command cares. Reception and integration

counseling should begin immediately upon arri-

val so new team members can quickly become

integrated into the organization. (Figure C-4

gives some possible discussion points.)
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Crisis Counseling

C-33. You may conduct crisis counseling to get

a subordinate through the initial shock after re-

ceiving negative news, such as notification of

the death of a loved one. You may assist the sub-

ordinate by listening and, as appropriate, pro-

viding assistance. Assistance may include

referring the subordinate to a support activity

or coordinating external agency support. Crisis

counseling focuses on the subordinate’s imme-

diate, short-term needs.

Referral Counseling

C-34. Referral counseling helps subordinates

work through a personal situation and may or

may not follow crisis counseling. Referral coun-

seling may also act as preventative counseling

before the situation becomes a problem. Usu-

ally, the leader assists the subordinate in iden-

tifying the problem and refers the subordinate

to the appropriate resource, such as Army Com-

munity Services, a chaplain, or an alcohol and

drug counselor. (Figure C-3 lists support activi-

ties.)

Promotion Counseling

C-35. Leaders must conduct promotion coun-

seling for all specialists and sergeants who are

eligible for advancement without waivers but

not recommended for promotion to the next

higher grade. Army regulations require that

soldiers within this category receive initial

(event-oriented) counseling when they attain

full eligibility and then periodic (perform-

ance personal growth) counseling thereafter.

Adverse Separation Counseling

C-36. Adverse separation counseling may in-

volve informing the soldier of the administra-

tive actions available to the commander in the

event substandard performance continues and

of the consequences associated with those ad-

ministrative actions (see AR 635-200).

C-37. Developmental counseling may not apply

when an individual has engaged in more serious

acts of misconduct. In those situations, you

should refer the matter to the commander and

the servicing staff judge advocate. When the

leader’s rehabilitative efforts fail, counseling

with a view towards separation fills an adminis-

trative prerequisite to many administrative dis-

charges and serves as a final warning to the

soldier to improve performance or face dis-

charge. In many situations, it may be beneficial

to involve the chain of command as soon as you

determine that adverse separation counseling

might be required. A unit first sergeant or com-

mander should be the person who informs the

soldier of the notification requirements out-

lined in AR 635-200.
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� Organizational standards.

� Chain of command.

� NCO support channel (who and how used).

� On-and-off duty conduct.

� Personnel personal affairs initial clothing issue.

� Organizational history, organization, and mission.

� Soldier programs within the organization, such as soldier of the month quarter year and Audie
Murphy.

� Off limits and danger areas.

� Functions and locations of support activities (see Figure C-3).

� On- and off-post recreational, educational, cultural, and historical opportunities.

� Foreign nation or host nation orientation.

� Other areas the individual should be aware of, as determined by the leader.

R



PERFORMANCE AND PROFESSIONAL

GROWTH COUNSELIN

Performance Counseling

C-38. During performance counseling, you con-

duct a review of a subordinate’s duty perfor-

mance during a certain period. You and the

subordinate jointly establish performance ob-

jectives and standards for the next period.

Rather than dwelling on the past, you should fo-

cus the session on the subordinate’s strengths,

areas needing improvement, and potential.

C-39. Performance counseling is required un-

der the officer, NCO, and DA civilian evaluation

reporting systems. The OER process requires

periodic performance counseling as part of the

OER Support Form requirements. Mandatory,

face-to-face performance counseling between

the rater and the rated NCO is required under

the NCOERS. TAPES includes a combination

of both of these requirements.

C-40. Counseling at the beginning of and dur-

ing the evaluation period facilitates a subordi-

nate’s involvement in the evaluation process.

Performance counseling communicates stan-

dards and is an opportunity for leaders to estab-

lish and clarify the expected values, attributes,

skills, and actions. Part IVb (Leader Attrib-

utes Skills Actions) of the OER Support Form

(DA Form 67-9-1) serves as an excellent tool for

leaders doing performance counseling. For

lieutenants and warrant officers one, the major

performance objectives on the OER Support

Form are used as the basis for determining the

developmental tasks on the Junior Officer De-

velopmental Support Form (DA Form 67-9-1a).

uarterly face-to-face performance and devel-

opmental counseling is required for these junior

officers as outlined in AR 623-105.

C-41. As an Army leader, you must ensure

you’ve tied your expectations to performance

objectives and appropriate standards. You must

establish standards that your subordinates can

work towards and must teach them how to

achieve the standards if they are to develop.

Professional Growth Counseling

C-42. Professional growth counseling includes

planning for the accomplishment of individual

and professional goals. You conduct this

counseling to assist subordinates in achieving

organizational and individual goals. During the

counseling, you and your subordinate conduct a

review to identify and discuss the subordinate’s

strengths and weaknesses and create a plan of

action to build upon strengths and overcome

weaknesses. This counseling isn’t normally

event-driven.

C-43. As part of professional growth

counseling, you may choose to discuss and de-

velop a “pathway to success” with the subordi-

nate. This future-oriented counseling

establishes short- and long-term goals and ob-

jectives. The discussion may include opportuni-

ties for civilian or military schooling, future

duty assignments, special programs, and reen-

listment options. Every person’s needs are dif-

ferent, and leaders must apply specific courses

of action tailored to each individual.

C-44. Career field counseling is required for

lieutenants and captains before they’re

considered for promotion to major. Raters

and senior raters, in conjunction with the

rated officer, need to determine where the of-

ficer’s skills best fit the needs of the Army.

During career field counseling, consideration

must be given to the rated officer’s prefer-

ence and his abilities (both performance and

academic). The rater and senior rater should

discuss career field designation with the offi-

cer prior to making a recommendation on the

rated officer’s OER.

C-45. While these categories can help you or-

ganize and focus counseling sessions, they

should not be viewed as separate, distinct, or

exhaustive. For example, a counseling ses-

sion that focuses on resolving a problem may

also address improving duty performance. A

session focused on performance may also in-

clude a discussion on opportunities for pro-

fessional growth. Regardless of the topic of

the counseling session, leaders should follow

the same basic format to prepare for and

conduct it.
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APPROACHES TO COUNSELING

C-46. An effective leader approaches each sub-

ordinate as an individual. Different people and

different situations require different counsel-

ing approaches. Three approaches to counsel-

ing include nondirective, directive, and

combined. These approaches differ in the tech-

niques used, but they all fit the definition of

counseling and contribute to its overall pur-

pose. The major difference between the ap-

proaches is the degree to which the subordinate

participates and interacts during a counseling

session. Figure C-5 summarizes the advantages

and disadvantages of each approach.

NONDIRECTIVE

C-47. The nondirective approach is preferred

for most counseling sessions. Leaders use their

experienced insight and judgment to assist sub-

ordinates in developing solutions. You should

partially structure this type of counseling by

telling the subordinate about the counseling

process and explaining what you expect.

C-48. During the counseling session, listen

rather than make decisions or give advice. Clar-

ify what’s said. Cause the subordinate to bring

out important points, so as to better under-

stand the situation. When appropriate, summa-

rize the discussion. Avoid providing solutions or

rendering opinions; instead, maintain a focus

on individual and organizational goals and ob-

jectives. Ensure the subordinate’s plan of ac-

tion supports those goals and objectives.

DIRECTIVE

C-49. The directive approach works best to cor-

rect simple problems, make on-the-spot correc-

tions, and correct aspects of duty performance.

The leader using the directive style does most of

the talking and tells the subordinate what to do

and when to do it. In contrast to the nondirec-

tive approach, the leader directs a course of ac-

tion for the subordinate.

C-50. Choose this approach when time is short,

when you alone know what to do, or if a subor-

dinate has limited problem-solving skills. It’s

also appropriate when a subordinate needs

guidance, is immature, or is insecure.

COMBINED

C-51. In the combined approach, the leader

uses techniques from both the directive and

nondirective approaches, adjusting them to ar-

ticulate what’s best for the subordinate. The

combined approach emphasizes the sub-

ordinate’s planning and decision-making

responsibilities.

C-52. With your assistance, the subordinate

develops the subordinate’s own plan of action.

You should listen, suggest possible courses, and

help analyze each possible solution to deter-

mine its good and bad points. You should then

help the subordinate fully understand all as-

pects of the situation and encourage the subor-

dinate to decide which solution is best.
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COUNSELING TECHNI UES

C-53. As an Army leader, you may select from a

variety of techniques when counseling subordi-

nates. These counseling techniques, when ap-

propriately used, cause subordinates to do

things or improve upon their performance. You

can use these methods during scheduled coun-

seling sessions or while simply coaching a sub-

ordinate. Counseling techniques you can use

during the nondirective or combined ap-

proaches include—

� Suggesting alternatives. Discuss al-

ternative actions that the subordinate may

take, but both you and the subordinate de-

cide which course of action is most appropri-

ate.

� Recommending. Recommend one course

of action, but leave the decision to accept

the recommended action to the subordinate.

� Persuading. Persuade the subordinate

that a given course of action is best, but

� leave the decision to the subordinate. Suc-

cessful persuasion depends on the leader’s

credibility, the subordinate’s willingness to

listen, and their mutual trust.

� Advising. Advise the subordinate that a

given course of action is best. This is the

strongest form of influence not involving a

command.

C-54. Some techniques you can use during the

directive approach to counseling include—

� Corrective training. Teach and assist the

subordinate in attaining and maintaining

the standards. The subordinate completes

corrective training when the subordinate

attains the standard.

� Commanding. Order the subordinate to

take a given course of action in clear, exact

words. The subordinate understands that

he has been given a command and will face

the consequences for failing to carry it out.
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THE COUNSELING PROCESS

C-55. Effective leaders use the counseling pro-

cess. It consists of four stages:

� Identify the need for counseling.

� Prepare for counseling.

� Conduct counseling.

� Follow up.

IDENTIFY THE NEED FOR

COUNSELING

C-56. uite often organizational policies, such

as counseling associated with an evaluation or

counseling required by the command, focus a

counseling session. However, you may conduct

developmental counseling whenever the need

arises for focused, two-way communication

aimed at subordinate development. Developing

subordinates consists of observing the subordi-

nate’s performance, comparing it to the stan-

dard, and then providing feedback to the

subordinate in the form of counseling.

PREPARE FOR COUNSELING

C-57. Successful counseling requires prepara-

tion. To prepare for counseling, do the

following:

� Select a suitable place.

� Schedule the time.

� Notify the subordinate well in advance.

� Organize information.

� Outline the counseling session components.

� Plan your counseling strategy.

� Establish the right atmosphere.

Select a Suitable Place

C-58. Schedule counseling in an environment

that minimizes interruptions and is free from

distracting sights and sounds.

Schedule the Time

C-59. When possible, counsel a subordinate

during the duty day. Counseling after duty

hours may be rushed or perceived as un-

favorable. The length of time required for

counseling depends on the complexity of the is-

sue. Generally a counseling session should last

less than an hour. If you need more time,

schedule a second session. Additionally, select a

time free from competition with other activities

and consider what has been planned after the

counseling session. Important events can

distract a subordinate from concentrating on

the counseling.

Notify the Subordinate Well in Advance

C-60. For a counseling session to be a

subordinate-centered, two-person effort, the

subordinate must have time to prepare for it.

The subordinate should know why, where, and

when the counseling will take place. Counseling

following a specific event should happen as

close to the event as possible. However, for per-

formance or professional development counsel-

ing, subordinates may need a week or more to

prepare or review specific products, such as

support forms or counseling records.

Organi e Information

C-61. Solid preparation is essential to

effective counseling. Review all pertinent in-

formation. This includes the purpose of the

counseling, facts and observations about the

subordinate, identification of possible prob-

lems, main points of discussion, and the de-

velopment of a plan of action. Focus on

specific and objective behaviors that the sub-

ordinate must maintain or improve as well as

a plan of action with clear, obtainable goals.

Outline the Components of the
Counseling Session

C-62. Using the information obtained, deter-

mine what to discuss during the counseling ses-

sion. Note what prompted the counseling,

what you aim to achieve, and what your role as

a counselor is. Identify possible comments or

questions to help you keep the counseling ses-

sion subordinate-centered and help the subor-

dinate progress through its stages. Although

you never know what a subordinate will say or

do during counseling, a written outline helps

organize the session and enhances the chance

of positive results. (Figure C-6 is one example

of a counseling outline prepared by a platoon

leader about to conduct an initial NCOER

counseling session with a platoon sergeant.)
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Plan Counseling Strategy

C-63. As many approaches to counseling exist

as there are leaders. The directive, nondirec-

tive, and combined approaches to counseling

were addressed earlier. Use a strategy that

suits your subordinates and the situation.

Establish the Right Atmosphere

C-64. The right atmosphere promotes two-way

communication between a leader and subordi-

nate. To establish a relaxed atmosphere, you

may offer the subordinate a seat or a cup of cof-

fee. You may want to sit in a chair facing the

subordinate since a desk can act as a barrier.

C-65. Some situations make an informal

atmosphere inappropriate. For example, during

counseling to correct substandard per-

formance, you may direct the subordinate to

remain standing while you remain seated

behind a desk. This formal atmosphere,

normally used to give specific guidance,

reinforces the leader’s rank, position in the

chain of command, and authority.

CONDUCT THE COUNSELING

SESSION

C-66. Be flexible when conducting a counseling

session. Often counseling for a specific incident

occurs spontaneously as leaders encounter sub-

ordinates in their daily activities. Such counsel-

ing can occur in the field, motor pool,

barracks—wherever subordinates perform

their duties. Good leaders take advantage of

naturally occurring events to provide subordi-

nates with feedback.

C-67. Even when you haven’t prepared for for-

mal counseling, you should address the four ba-

sic components of a counseling session. Their

purpose is to guide effective counseling rather
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: Initial NCOER counseling for SFC Taylor, a recently promoted new arrival to
the unit.

: The platoon office, 1500 hours, 9 October.
: Notify SFC Taylor one week in advance of the scheduled

counseling session.
S : Have SFC Taylor put together a list of goals and objectives he would
like to complete over the next 90 to 180 days. Review the values, attributes, skills, and actions
from FM 22-100.

:
� Review the NCO Counseling Checklist Record (DA Form 2166-8-1).
� Update or review SFC Taylor’s duty description and fill out the rating chain and duty description

on the working copy of the NCOER (DA Form 2166-8, Parts II and III).
� Review each of the values and responsibilities in Part IV of the NCOER and the values, attributes,

skills and actions in FM 22-100. Think of how each applies to SFC Taylor and the platoon ser-
geant position.

� Review the actions you consider necessary for a success or excellence in each value and re-
sponsibility.

� Make notes in blank spaces in Part IV of the NCOER to assist when counseling.
R : Help SFC Taylor to understand the expectations and standards associated
with the platoon sergeant position. Assist SFC Taylor in developing the values, attributes, skills,
and actions that will enable him to achieve his performance objectives, consistent with those of the
platoon and company. Resolve any aspects of the job that aren’t clearly understood.
S : Complete an outline following the counseling session components in Figure C-7
and based on the draft duty description on the NCOER, ideally at least two to three days prior to
the actual counseling session.



than mandate a series of rigid steps. Counseling

sessions consist of—

� Opening the session.

� Discussing the issues.

� Developing the plan of action.

� Recording and closing the session.

Ideally, a counseling session results in a subor-

dinate’s commitment to a plan of action. As-

sessment of the plan of action (discussed below)

becomes the starting point for follow-up

counseling. (Figure C-7 is an example of a coun-

seling session.)

Open the Session

C-68. In the session opening, state the purpose

of the session and establish a subordinate-

centered setting. Establish the preferred setting

early in the session by inviting the subordinate

to speak. The best way to open a counseling ses-

sion is to clearly state its purpose. For example,

an appropriate purpose statement might be:

“The purpose of this counseling is to discuss

your duty performance over the past month and

to create a plan to enhance performance and at-

tain performance goals.” If applicable, start the

counseling session by reviewing the status of

the previous plan of action.

C-69. You and the subordinate should attempt

to develop a mutual understanding of the

issues. You can best develop this by letting the

subordinate do most of the talking. Use active

listening; respond, and question without

dominating the conversation. Aim to help the

subordinate better understand the subject of

the counseling, for example, duty performance,

a problem situation and its impact, or potential

areas for growth.

C-70. Both you and the subordinate should

provide examples or cite specific observations

to reduce the perception that either is unneces-

sarily biased or judgmental. However, when the

issue is substandard performance, you should

make clear how the performance didn’t meet

the standard. The conversation, which should

be two-way, then addresses what the subordi-

nate needs to do to meet the standard. It’s im-

portant that you define the issue as

substandard performance and don’t allow the

subordinate to define the issue as an

unreasonable standard—unless you consider

the standard negotiable or are willing to alter

the conditions under which the subordinate

must meet the standard.

Develop a Plan of Action

C-71. A plan of action identifies a method for

achieving a desired result. It specifies what the

subordinate must do to reach the goals set dur-

ing the counseling session. The plan of action

must be specific: it should show the subordinate

how to modify or maintain his behavior. It

should avoid vague intentions such as “Next

month I want you to improve your land naviga-

tion skills.” The plan must use concrete and di-

rect terms. For example, you might say: “Next

week you’ll attend the map reading class with

1st Platoon. After the class, SGT Dixon will

coach you through the land navigation course.

He will help you develop your skill with the

compass. I will observe you going through the

course with SGT Dixon, and then I will talk to

you again and determine where and if you still

need additional training.” A specific and achiev-

able plan of action sets the stage for successful

development.

Record and Close the Session

C-72. Although requirements to record coun-

seling sessions vary, a leader always benefits by

documenting the main points of a counseling

session. Documentation serves as a reference to

the agreed upon plan of action and the subordi-

nate’s accomplishments, improvements, per-

sonal preferences, or problems. A complete

record of counseling aids in making recommen-

dations for professional development, schools,

promotions, and evaluation reports.

C-73. Additionally, Army regulations require

written records of counseling for certain per-

sonnel actions, such as a barring a soldier from

reenlisting, processing a soldier for administra-

tive separation, or placing a soldier in the over-

weight program. When a soldier faces

involuntary separation, the leader must take

special care to maintain accurate counseling

records. Documentation of substandard actions

conveys a strong corrective message to

subordinates.
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C-74. To close the session, summarize its key

points and ask if the subordinate understands

the plan of action. Invite the subordinate to re-

view the plan of action and what’s expected of

you, the leader. With the subordinate, establish

any follow-up measures necessary to support

the successful implementation of the plan of ac-

tion. These may include providing the subordi-

nate with resources and time, periodically

assessing the plan, and following through on re-

ferrals. Schedule any future meetings, at least

tentatively, before dismissing the subordinate.

FOLLOW UP

Leader’s Responsibilities

C-75. The counseling process doesn’t end with

the counseling session. It continues through

implementation of the plan of action and

evaluation of results. After counseling, you

must support subordinates as they implement

their plans of action. Support may include

teaching, coaching, or providing time and re-

sources. You must observe and assess this pro-

cess and possibly modify the plan to meet its

goals. Appropriate measures after counseling

include follow-up counseling, making referrals,

informing the chain of command, and taking

corrective measures.

Assess the Plan of Action

C-76. The purpose of counseling is to develop

subordinates who are better able to achieve per-

sonal, professional, and organizational goals.

During the assessment, review the plan of ac-

tion with the subordinate to determine if the

desired results were achieved. You and the sub-

ordinate should determine the date for this as-

sessment during the initial counseling session.

The assessment of the plan of action provides

useful information for future follow-up counsel-

ing sessions.

���� ������	
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S
� Establish a relaxed environment. Explain to SFC Taylor that the more one discusses and under-

stands Army values and leader attributes, skills, and actions, the easier it is to develop and incor-
porate them into an individual leadership style.

� State the purpose of the counseling session. Explain that the initial counseling is based on leader
actions (what SFC Taylor needs to do to be a successful platoon sergeant) and not on profes-
sional developmental needs (what SFC Taylor needs to do to develop further as an NCO).

� Come to an agreement on the duty description, the meaning of each value and responsibility, and
the standards for success and excellence for each value and responsibility. Explain that subse-
quent counseling will focus on SFC Taylor’s developmental needs as well as how well SFC Taylor
is meeting the jointly agreed upon performance objectives. Instruct SFC Taylor to perform a self-
assessment during the next quarter to identify his developmental needs.

� Ensure SFC Taylor knows the rating chain. Resolve any questions that SFC Taylor has about the
job. Discuss the team relationship that exists between a platoon leader and a platoon sergeant
and the importance of two-way communication between them.

� Jointly review the duty description on the NCOER, including the maintenance, training, and taking
care of soldiers responsibilities. Mention that the duty description can be revised as necessary.
Highlight areas of special emphasis and appointed duties.

� Discuss the meaning of each value and responsibility on the NCOER. Discuss the values, attrib-
utes, skills, and actions outlined in FM 22-100. Ask open-ended questions to see if SFC Taylor
can relate these items to his role as a platoon sergeant.

S



SUMMARY

C-77. This appendix has discussed develop-

mental counseling. Developmental counseling

is subordinate-centered communication that

outlines actions necessary for subordinates to

achieve individual and organizational goals and

objectives. It can be either event-oriented or fo-

cused on personal and professional develop-

ment. Figure C-8 summarizes the major aspects

of developmental counseling and the counseling

process.

���� �� ������
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� Explain that even though the developmental tasks focus on developing leader actions, character de-
velopment forms the basis for leadership development. Character and actions can’t be viewed as
separate; they’re closely linked. In formulating the plan of action to accomplish major performance
objectives, the proper values, attributes, and skills form the basis for the plan. As such, character de-
velopment must be incorporated into the plan of action.

A A S
� Ask SFC Taylor to identify actions that will facilitate the accomplishment of the major performance

objectives. Categorize each action into one of the values or responsibilities listed on the NCOER.

� Discuss how each value and responsibility applies to the platoon sergeant position. Discuss spe-
cific examples of success and excellence in each value and responsibility block. Ask SFC Taylor
for suggestions to make the goals more objective, specific, and measurable.

� Ensure that SFC Taylor has at least one example of a success or excellence bullet listed under
each value and responsibility.

� Discuss SFC Taylor’s promotion goals and ask him what he considers to be his strengths and
weakness. Obtain copies of the last two master sergeant selection board results and match his
goals and objectives to these.

S
� Check SFC Taylor’s understanding of the duty description and performance objectives.

� Stress the importance of teamwork and two-way communication.

� Ensure SFC Taylor understands that you expect him to assist in your development as a platoon
leader. This means that both of you have the role of teacher and coach.

� Remind SFC Taylor to perform a self-assessment during the next quarter.

� Set a tentative date during the next quarter for the routinely scheduled follow-up counseling.
S

� Facilitate answering any questions SFC Taylor may have.

� Expect SFC Taylor to be uncomfortable with the terms and the developmental process; respond
in a way that encourages participation throughout the session.

S



THE DEVELOPMENTAL COUNSELING FORM

C-78. The Developmental Counseling Form

(DA Form 4856-E) is designed to help Army

leaders conduct and record counseling sessions.

Figure C-9 shows a completed DA Form 4856-E

documenting the counseling of a young soldier

with financial problems. While this is an exam-

ple of a derogatory counseling , you can see that

it is still developmental. Leaders must decide

when counseling, additional training,

rehabilitation, reassignment, or other develop-

mental options have been exhausted. If the pur-

pose of a counseling session is not

developmental, refer to paragraphs C-36 and

C-37. Figure C-10 shows a routine perform-

ance professional growth counseling for a unit

first sergeant. Figure C-11 shows a blank form

with instructions on how to complete each

block.
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Leaders must demonstrate these uali-

ties to counsel effectively:

� Respect for subordinates.

� Self and cultural awareness.

� Credibility.

� Empathy.

Leaders must possess these counseling

skills:

� Active listening.

� Responding.

� uestioning.

Effective leaders avoid common counsel-

ing mistakes. Leaders should avoid the

influence of—

� Personal bias.

� Rash judgments.

� Stereotyping.

� Losing emotional control.

� Inflexible counseling methods.

� Improper follow up.

The Counseling Process

1. Identify the need for counseling.

2. Prepare for counseling.

� Select a suitable place.

� Schedule the time.

� Notify the subordinate well in

advance.

� Organize information.

� Outline the components of the

counseling session.

� Plan counseling strategy.

� Establish the right atmosphere.

3. Conduct the counseling session.

� Open the session.

� Discuss the issue.

� Develop a plan of action (to in-

clude the leader’s responsibili-

ties).

� Record and close the session.

4. Follow up.

� Support plan of action imple-

mentation

� Assess the plan of action.

A S



DEVELOPMENTAL COUNSELING FORM
For use of this form see FM 22-100

DATA REQUIRED BY THE PRIVACY ACT OF 1974

Key Points of Discussion:

AUTHORITY: 5 USC 301, Departmental Regulations; 10 USC 3013, Secretary of the Army and E.O. 9397 (SSN)
PRINCIPAL PURPOSE: To assist leaders in conducting and recording counseling data pertaining to subordinates.
ROUTINE USES: For subordinate leader development IAW FM 22-100. Leaders should use this form as necessary.
DISCLOSURE: Disclosure is voluntary.

PART I - ADMINISTRATIVE DATA

PART II - BACKGROUND INFORMATION

Purpose of Counseling

PART III - SUMMARY OF COUNSELING
Complete this section during or immediately subsequent to counseling.

Name (Last, First, MI) Rank / Grade Social Security No. Date of Counseling

Organization Name and Title of Counselor

: (Leader states the reason for the counseling, e.g. performance/professional or event-
oriented counseling and includes the leader's facts and observations prior to the counseling):

Lloyd, Andrew PFC 123-45-6789 28 March 1997

2 Platoon, B Battery, 1 - 1 ADA Bn SGT Mark Levy, Squad Leader

he purpose of this counseling is to inform PFC Lloyd of his responsibility to manage his financial affairs and the
potential consequences of poorly managing finances and to help PFC Lloyd develop a plan of action to resolve his
financial problems.

Facts: The battery commander received notice of delinquent payment on PFC Lloyd's Deferred Payment Plan (DPP).

A payment of $86.00 is 45 days delinquent

PFC Lloyd, late payments on a DPP account reflect a lack of responsibility and poor managing of finances. You should
know that the letter of lateness has been brought to the attention of the battery commander, the first sergeant, and the
platoon sergeant. They're all questioning your ability to manage your personal affairs. I also remind you that promotions
and awards are based more than on just performing MOS-related duties; soldiers must act professionally and responsibly
in all areas. Per conversation with PFC Lloyd, the following information was obtained:

He didn't make the DPP payment due to a lack of funds in his checking account. His most recent long distance phone bill
was over $220 due to calling his house concerning his grandmother's failing health. PFC Lloyd stated that he wanted to
pay for the phone calls himself in order not to burden his parents with the expense of collect calls. He also stated that his
calling had tapered down considerably and he expects this month's phone bill to be approximately $50. We made an
appointment at ACS and ACS came up with the following information:

PFC Lloyd's monthly obligations: Car payment: $330
Car insurance: $138
Rent including utilities: $400
Other credit cards: $0

Total monthly obligations: $868.00
Monthly take-home pay: $1232.63

We discussed that with approximately $364 available for monthly living expenses, a phone bill in excess of $200 will
severely affect PFC Lloyd's financial stability and can't continue. We discussed the need for PFC Lloyd to establish a
savings account to help cover emergency expenses. PFC Lloyd agreed that his expensive phone bill and his inability to
make the DPP payment is not responsible behavior. He confirmed that he wants to get his finances back on track and
begin building a savings account.

nd

T

OTHER INSTRUCTIONS
This form will be destroyed upon: reassignment (other than rehabilitative transfers), separation at ETS, or retirement. For

separation requirements and notification of loss of benefits/consequences, see local directives and AR 635-200.

DA FORM 4856-E, JUN 99 EDITION OF JUN 85 IS OBSOLETE

Figure C-9. Example of a Developmental Counseling Form—Event Counseling

Appendix C
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Plan of Action

Session Closing:

Leader Responsibilities:

Assessment

: (Outlines actions that the subordinate will do after the counseling session to reach the agreed upon goals(s).
The actions must be specific enough to modify or maintain the subordinate's behavior and include a specific time line for
implementation and assessment (Part IV below)).

(The leader summarizes the key points of the session and checks if the subordinate understands the plan
of action. The subordinate agrees/disagrees and provides remarks if appropriate).

Individual counseled: I agree/ disagree with the information above

Individual counseled remarks:

Signature of Individual Counseled: Date:

(Leader's responsibilities in implementing the plan of action).

PFC Lloyd will visit the DPP office to make an immediate partial payment of $20 and will give me a copy of the receipt as
soon as the payment is made. PFC Lloyd will also provide me with a copy of the next month's phone bill and DPP payment
receipt.
PFC Lloyd's finances will be a key topic of discussion at his next monthly counseling session.

Signature of Counselor: Date:

(Did the plan of action achieve the desired results? This section is completed by both the leader and the
individual counseled and provides useful information for follow-up counseling):

Counselor: Individual Counseled: Date of Assessment:

Based on our discussion, PFC Lloyd will be able to resume normal payment on his DPP account next month (assuming that
his phone bill is approximately $50). PFC Lloyd agreed to contact the DPP office and provide a partial payment of $20
immediately. He agreed to exercise self-restraint and not make long distance calls as frequently. He decided that his goal
is to make one ten-minute phone call every two weeks. He will write letters to express concern over his grandmother's
condition and ask his parents to do the same to keep him informed. His long-term goal is to establish a savings account
with a goal of contributing $50 a month.

PFC Lloyd also agreed to attend the check cashing class at ACS on 2, 9, and 16 April.

Assessment date: 27 June

Andrew Lloyd 28 March 1997

Mark Levy 28 March 1997

PART IV - ASSESSMENT OF THE PLAN OF ACTION

Note: Both the counselor and the individual counseled should retain a record of the counseling.

DA FORM 4856-E (Reverse)

Figure C-9 (continued). Example of a Developmental Counseling Form—Event Counseling

Developmental Counseling
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DEVELOPMENTAL COUNSELING FORM
For use of this form see FM 22-100

DATA REQUIRED BY THE PRIVACY ACT OF 1974

Key Points of Discussion:

AUTHORITY: 5 USC 301, Departmental Regulations; 10 USC 3013, Secretary of the Army and E.O. 9397 (SSN)
PRINCIPAL PURPOSE: To assist leaders in conducting and recording counseling data pertaining to subordinates.
ROUTINE USES: For subordinate leader development IAW FM 22-100. Leaders should use this form as necessary.
DISCLOSURE: Disclosure is voluntary.

PART I - ADMINISTRATIVE DATA

PART II - BACKGROUND INFORMATION

Purpose of Counseling

PART III - SUMMARY OF COUNSELING
Complete this section during or immediately subsequent to counseling.

Name (Last, First, MI) Rank / Grade Social Security No. Date of Counseling

Organization Name and Title of Counselor

: (Leader states the reason for the counseling, e.g. performance/professional or event-
oriented counseling and includes the leader's facts and observations prior to the counseling):

McDonald, Stephen 1SG 333-33-3333 13 March 1998

D Company, 3–95 IN CPT Peterson, Company Commander

.

Emphasized safety and knowledge of demolition, tactical proficiency on the Platoon Live Fire Exercises.

Took charge of company defense during the last major field training exercise; outstanding integration and use of
engineer, heavy weapons, and air defense artillery assets. Superb execution of defense preparations and execution.

No dropped white cycle taskings.

Good job coordinating with battalion adjutant on legal and personnel issues.

Continue to take care of soldiers, keep the commander abreast of problems.

Focused on subordinate NCO development; right man for the right job.

Get NCODPs on the calendar.

Hold NCOs to standard on sergeants time training.

th

�

�

�

�

�

�

�

�

�

�

�

�

To discuss duty performance for the period 19 Dec 97 to 11 March 1998

To discuss short-range professional growth goals/plan for next year.

Talk about long-range professional growth (2-5 years) goals.

Performance (sustain):

Improve:

OTHER INSTRUCTIONS
This form will be destroyed upon: reassignment (other than rehabilitative transfers), separation at ETS, or upon retirement. For

separation requirements and notification of loss of benefits/consequences see local directives and AR 635-200.

DA FORM 4856-E, JUN 99 EDITION OF JUN 85 IS OBSOLETE

Figure C-10. Example of a Developmental Counseling Form—
Performance/Professional Growth Counseling

Appendix C
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Plan of Action

Session Closing:

Leader Responsibilities:

Assessment

: (Outlines actions that the subordinate will do after the counseling session to reach the agreed upon goals(s).
The actions must be specific enough to modify or maintain the subordinate's behavior and include a specific time line for
implementation and assessment (Part IV below)).

(The leader summarizes the key points of the session and checks if the subordinate understands the plan
of action. The subordinate agrees/disagrees and provides remarks if appropriate).

Individual counseled: I agree/ disagree with the information above

Individual counseled remarks:

Signature of Individual Counseled: 1SG McDonald Date:

(Leader's responsibilities in implementing the plan of action).

Signature of Counselor: Date:

(Did the plan of action achieve the desired results? This section is completed by both the leader and the
individual counseled and provides useful information for follow-up counseling):

Counselor: Individual Counseled: Date of Assessment:

�

�

�

�

�

�

�

�

�

�

�

Developmental Plan (next year):

Long-range goals (2 to 5 years):

Develop a yearlong plan for NCODPs; coordinate to place on the calendar and training schedules.

Resume civilian education; correspondence courses.

Develop a company soldier of the month competition.

Assist the company XO in modularizing the supply room for quick, efficient load-outs.

Put in place a program to develop Ranger School candidates.

Earn bachelor's degree.

Attend and graduate the Sergeant Majors Academy.

13 March 1998

Mark Levy 28 March 1997

1SG McDonald has enrolled in an associates degree program at the University of Kentucky. The supply room received all
green evaluations during the last command inspection. Five of seven Ranger applicants successfully completed Ranger
School, exceeding the overall course completion rate of 39%. Monthly soldier of the month boards proved to be impractical
because of the OPTEMPO; however, the company does now hold quarterly boards during the white cycle. Brigade command
sergeant major commented favorably on the last company NCODP he attended and gave the instructor a brigade coin.

CPT Peterson 1SG McDonald 1 Aug 98

Coordinate with the 1SG on scheduling of NCODPs and soldier of the month boards.
Have the XO meet with the 1SG on developing a plan for modularizing and improving the supply room.
Provide time for Ranger candidate program.

PART IV - ASSESSMENT OF THE PLAN OF ACTION

Note: Both the counselor and the individual counseled should retain a record of the counseling.

DA FORM 4856-E (Reverse)

Figure C-10 (continued). Example of a Developmental Counseling Form—
Performance/Professional Growth Counseling

Developmental Counseling
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DEVELOPMENTAL COUNSELING FORM
For use of this form see FM 22-100

DATA REQUIRED BY THE PRIVACY ACT OF 1974

Key Points of Discussion:

AUTHORITY: 5 USC 301, Departmental Regulations; 10 USC 3013, Secretary of the Army and E.O. 9397 (SSN)
PRINCIPAL PURPOSE: To assist leaders in conducting and recording counseling data pertaining to subordinates.
ROUTINE USES: For subordinate leader development IAW FM 22-100. Leaders should use this form as necessary.
DISCLOSURE: Disclosure is voluntary.

PART I - ADMINISTRATIVE DATA

PART II - BACKGROUND INFORMATION

Purpose of Counseling

PART III - SUMMARY OF COUNSELING
Complete this section during or immediately subsequent to counseling.

Name (Last, First, MI) Rank / Grade Social Security No. Date of Counseling

Organization Name and Title of Counselor

: (Leader states the reason for the counseling, e.g. performance/professional or event-
oriented counseling and includes the leader's facts and observations prior to the counseling):

Open the Sessio

Discuss the Issues.

See paragraph C-68,

The leader should annotate pertinent, specific, and objective facts and observations made. If applicable, the leader
and subordinate start the counseling session by reviewing the status of the previous plan of action.

See paragraphs C-69 and C-70,

The leader and subordinate should attempt to develop a mutual understanding of the issues. Both the leader and the
subordinate should provide examples or cite specific observations to reduce the perception that either is unnecessarily
biased or judgmental.

n

OTHER INSTRUCTIONS
This form will be destroyed upon: reassignment (other than rehabilitative transfers), separation at ETS, or upon retirement. For

separation requirements and notification of loss of benefits/consequences see local directives and AR 635-200.

DA FORM 4856-E, JUN 99 EDITION OF JUN 85 IS OBSOLETE

Figure C-11. Guidelines on Completing a Developmental Counseling Form

Appendix C
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Plan of Action

Session Closing:

Leader Responsibilities:

Assessment

: (Outlines actions that the subordinate will do after the counseling session to reach the agreed upon goals(s).
The actions must be specific enough to modify or maintain the subordinate's behavior and include a specific time line for
implementation and assessment (Part IV below)).

Develop a Plan of Action

(The leader summarizes the key points of the session and checks if the subordinate understands the plan
of action. The subordinate agrees/disagrees and provides remarks if appropriate).

Individual counseled: I agree/ disagree with the information above

Individual counseled remarks:

Close the Session

Signature of Individual Counseled: Date:

(Leader's responsibilities in implementing the plan of action).

Leader’s Responsibilities

Signature of Counselor: Date:

(Did the plan of action achieve the desired results? This section is completed by both the leader and the
individual counseled and provides useful information for follow-up counseling):

Counselor: Individual Counseled: Date of Assessment:

See paragraph C-71,

The plan of action specifies what the subordinate must do to reach the goals set during the counseling session. The plan of
action must be specific and should contain the outline, guideline(s), and time line that the subordinate follows. A specific
and achievable plan of action sets the stage for successful subordinate development.

Remember, event-oriented counseling with corrective training as part of the plan of action can’t be tied to a specified time
frame. Corrective training is complete once the subordinate attains the standard.

See paragraph C-72 through C-74,

See paragraph C76,

To accomplish the plan of action, the leader must list the resources necessary and commit to providing them to the soldier.

The assessment of the plan of action provides useful information for future follow-up counseling. This block should be
completed prior to the start of a follow-up counseling session. During an event-oriented counseling session, the counseling
session is not complete until this block is completed.

During performance/professional growth counseling, this block serves as the starting point for future counseling sessions.
Leaders must remember to conduct this assessment based on resolution of the situation or the established time line
discussed in the plan of action block above.

PART IV - ASSESSMENT OF THE PLAN OF ACTION

Note: Both the counselor and the individual counseled should retain a record of the counseling.

DA FORM 4856-E (Reverse)

Figure C-11 (continued). Guidelines on Completing a Developmental Counseling Form

Developmental Counseling
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 HANDOUTS FOR LESSON 1:  L423 version 1 
 
 
This Appendix 
Contains 

This Appendix contains the items listed in this table-- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 and SH-1-2 
SH-2, Extract from TSP 158-L-1250, Motivate 
Subordinates to Accomplish Unit Missions 

 
SH-2-1 

SH-3, Pretest    SH-3-1 
SH-4, Extract from FM 22-100, Army Leadership SH-4-1 

 
 



 SH-1-1 

Student Handout 1 
 

 
This student handout contains Advance Sheet 
 



 SH-1-2 

Student Handout 1 
 

Advance Sheet  
 

 
Lesson Hours This lesson consists of one hour and thirty minutes of small group instruction and 

one hour and twenty minutes of practical exercises. 
 

 
Overview You are a leader with subordinates and a specified mission, apply sound 

motivational techniques which will result in motivated soldiers who accomplish the 
unit mission.  You will develop one motivation plan for each of the three case 
studies.  Each plan will demonstrate a clear understanding and application of 
motivation theory and include: (1) the identification of relevant factors influencing the 
case, (2) an accurate analysis of factors influencing the level of motivation and (3) 
specific actions which the leader can take to motivate subordinates. 

 
 
Learning 
Objective 

Terminal Learning Objective (TLO) 

 
Action: Develop a motivation plan. 
Conditions: Given a situation that shows poorly motivated soldiers 
Standards: Develop a motivation plan that demonstrates a clear 

understanding and application of motivation theory and 
includes:  (1) the identification of relevant factors influencing 
the case, (2) an accurate analysis of factors influencing the 
level of motivation, and (3) specific actions which the leader 
can take to motivate subordinates. 

 
 ELO A  Discuss motivation theories and techniques. 

ELO B  Discuss Needs Motivation Theories. 
ELO C  Discuss Goal Setting as a Motivation Tool. 
ELO D  Analyze case studies. 
ELO E  Analyze jobs to determine appropriateness for redesign strategies. 
 

 
Assignment The student assignments for this lesson are: 

 
• Read SH- 4, para 1-13 thru 1-16, 1-85, 2-113, 5-32 thru 5-38, 5-56 and 5-57. 
• Read SH-2. 
• Complete and grade assigned pretest prior to class (SH-3) 

 
 
Additional 
Subject Area 
Resources  

None 

 
 
Bring to Class • Student Handouts 

• Pen or pencil.  
• Writing paper. 

 



 SH-2-1 

 
Student Handout 2 

 
 

This Student 
Handout Contains 

This student handout contains 21 pages of extracted material from TSP 158-L-
1250. 
 

  
(Reading/Study) Requirement Pages 

Extract from TSP 158-L-1250, Motivate Subordinates to 
Accomplish Unit Missions 

SH-2-2 thru SH-
2-22 

 
 Disclaimer:  The training developer downloaded this extract from 

http://155.217.58.58/atdls.htm.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing Style 
Program. 

 
 



 SH-2-2 

Student Handout 2 
 

Leadership in Organizations (Extract) 
 

 
Fundamentals of Motivation and Motivational Techniques 

 
Motivating another person to accomplish a given task is a challenge no matter what your occupation.  

Motivating a person in the Army to accomplish a mission is particularly challenging when the task is physically 
hazardous or especially disagreeable.  Getting soldiers to move forward under intense fire and to risk their lives so 
that a unit may succeed is important for leaders.  Leaders must help soldiers overcome their fears and instill in them 
the will to succeed.  Motivating soldiers requires leaders to be especially proficient in the competencies of 
communications, supervision, teaching and counseling, soldier team development and decision making. 
 
 Motivation can be defined as the cause of action.  Motivation energizes human behavior.  It causes a person to 
act.  Motivation often explains why a person performs at a particular level.  People can be motivated to do just about 
anything and conversely, they can be motivated to do absolutely nothing.   
 

Methods of Motivation 
 
 In a previous course, you were introduced to five methods of motivating subordinates.  Leaders can motivate 
soldiers by:  
 
 1.  Serving as an ethical standard bearers.  As a leader, you are an ethical standard bearer. Soldiers perform 
better if they have confidence in their leaders and in themselves.  Your soldiers need you to be the example against 
which they can compare their own behavior and abilities.  They want to depend on you to provide the moral force, 
which the values of our society demand. They want you to be good at your job, but they also want you to be decent 
and honorable.  If soldiers are confident in you, they will develop the self-discipline and the will to fight 
courageously and do the right thing, regardless of danger. 
 
 2.  Developing cohesive soldiers teams.  You have undoubtedly noticed that when you are in a group you will 
attempt things that you would otherwise not attempt.  The strength that comes from a cohesive group is a powerful 
motivator.  Caring for your soldiers and working hard to make soldiering meaningful will assist in the development 
of cohesive soldier teams.  It takes a lot of work to properly teach, coach, counsel, and train your soldiers but this 
creates bonds that lead to cohesion, trust and mutual respect.  Studies have been conducted of individual acts of 
bravery and heroism.  Soldiers typically do not perform great acts of heroism for the nation.  They perform these 
acts to keep themselves and other soldiers alive.  A soldier in a cohesive team is confident in their peers, their 
leaders, their equipment, and their training.  By developing cohesive teams, you plant the seeds of motivation. 
 
 3.  Rewarding and punishing soldiers.  Rewards and punishment are often referred to as the consequence of 
an action.  The consequences of an individual's actions can become an effective motivational tool.  The rewards or 
punishment a soldier receives or expects to receive can be silent tools of motivation.  
 
  a.  Rewards:  We use the term rewards as a general expression of reinforcers of positive behavior.  A 
reward is designed to promote desired behavior.  A well-developed system of rewards, which is understood by 
soldiers, will affect performance.  Subordinates become self-starters by attempting to achieve or earn rewards.  
Napoleon marveled at the motivational power of a small piece of ribbon (a decoration).  He once said that if he had 
enough ribbon, he could conquer the world.  When using rewards you must ensure that they are fairly and equitably 
distributed.  If not, their value as a motivator will be diminished and they can ultimately become counterproductive.  
As a leader you must be aware of positive ways that you can use rewards as motivational tools.   
 
 Some of the tools you can use to reward your soldiers include: 



 SH-2-3 

   -  Set the example in terms of expected behavior.  It is a lot easier to tell a soldier to do something 
that you can and will do that it is to tell him/her to do something that you can’t or won’t do.  Leaders have to be 
credible and competent.  Soldiers must have the confidence that their leaders know that they are telling them to do.  
Your soldiers need you to be the example to which they can compare their own behavior. 
   -  Establish clear goals and objectives and publish them.  Make sure that everyone knows what you are 
trying to do and that the objectives are achievable. 
 -  Obtain recommendations from every leader in the chain on rewards, awards and schooling.  This 
means identifying those who deserve either rewards, awards or schooling.  It also means that the leader either 
approves the reward, award or schooling or that he/she exercises a degree of control over each. 
 -  Use the established awards system to the maximum.  Spend some of your 
in-processing time familiarizing yourself with the award policy of your unit.  Find out who is eligible for what type 
of award.  Ensure you check the policy for safety, driver, and mechanic awards as well.  Find out what type of unit 
awards are available.  There are Army programs for best maintenance, best supply, and best dining facility.  Find out 
the nomination process. 
 -  Create unit level certificates or awards for individuals and units. Have the artist in your platoon or 
section design a certificate for your unit such as a "broken wrench" maintenance award or the "crushed soda can" 
area police award. 
 -  Reward the desired behavior of an individual or group promptly.  For the reward to have its 
maximum value, present the soldier with the reward as quickly as possible to reinforce the desired behavior. 
 -  Present awards at a retreat, parade, or some other appropriate unit ceremony.  This makes the soldier 
receiving the award feel special.  He/she is getting public recognition for doing something special.  This helps 
motivate the soldier as well as the unit.  However, waiting a month for an award ceremony may diminish the effect 
of the award. 
 -  Give verbal praise liberally.  Everyone likes to be told that they're doing a good job. Verbal praise 
does not cost anything and has a tremendously positive impact on an individual or a group. 
 -  Develop awards and ways of recognizing the majority of your soldiers who consistently meet or 
exceed the standard. 
 -  Promote those who work hard, achieve standards and influence others to achieve unit standards.  The 
consistently high performing soldier is a positive role model.  By promoting this soldier first, you send a silent 
message to the other members of your unit.  By virtue of his or her performance, they deserve recognition for their 
efforts. 
 
 Each of the tools above has the potential to become a motivator.  A decoration, a medal, a badge, a certificate, 
or a letter are small tangible objects, but they can mean a great deal to a soldier.  Rewards are visible evidence to the 
soldier that their leader, their unit, and their country appreciate their courage or hard work.  Well-chosen rewards 
normally increase a soldier's motivation to work for more recognition. 
 
  b.  Punishment:  As a leader, you must correct a soldier who does not perform to standard.  If a soldier does 
not try, intentionally fails to meet your standard, or fails to follow your guidance, that behavior must not be allowed 
to go unchecked.  Punishment is designed to reduce undesired behavior and prevent its recurrence.  Leaders punish 
soldiers in an attempt to change behavior.  It also shows others what they can expect if they choose to perform in a 
similar manner.  Seeing what happens to a person who is unwilling or unmotivated to meet standards can have the 
same influence on behavior as firsthand experience.  Although this is one of the least desirable aspects of leadership, 
a leader has the responsibility to counsel and punish.  The leader has a number of tools available to motivate soldiers 
who do not perform to standard.  These tools are often referred to as the coercive tools of motivation.  It is important 
to remember that the type of punishment used should fit the situation.  Examples of punishment or coercive tools of 
motivation include the following: 
   
  -  Give warnings about inappropriate behavior. 
  -  Use verbal and written reprimands when appropriate. 
  -  Conduct reprimands, counseling and corrective action as privately and as quickly 
   as possible after an offense. 
  -  Direct the punishment or counseling at the behavior, not the subordinate. 
   -  The subordinate must know the desired behavior and be able to perform it to standard. 
 
 When you use punishment tools you must: 
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  -  Let the soldiers know you are upset about the behavior and not about them. 
   -  Let the soldiers know you care about them as people but expect more from them as soldiers. 
  -  Do not punish soldiers who are unable to perform a task.  Punish those unwilling or unmotivated to 

succeed. 
  -  Never lose control of your temper. 
  -  Do not hold a grudge after punishment is over.   
 
  c.  Group rewards and punishments.  While generally the same principles of reward and punishment apply 
in both individual and group cases, the latter is vastly more complicated because of the greater number of 
personalities involved, and because of their interactions--many of which the leader may or may not be aware.  The 
basic problem is that group solutions not only apply to the group collectively, but to each individual in the group.  It 
is often difficult for even the experienced leader to predict the important effects of rewards and punishments that are 
applied to the group.  A group reward will be regarded differently by the various members.  It is also unlikely that 
all group members performed or contributed equally hence, the same reward may be differentially rewarding.   
 
 Nevertheless, the group is a powerful influence of behavior.  When the leader can inform the group in advance 
about the adverse consequence of their undesirable behavior, they may exert the internal pressure necessary to avoid 
the adversity and the results can be beneficial.  When the consequence is reward or punishment for individuals or 
subgroups within a larger body, the leader must be sensitive to the resultant perceptions of equity, fairness, and 
timeliness by group members who have performed as expected, as well as those who did not.  In this situation, the 
leader should also keep in mind that other organization members who were not involved in the performance may 
form their own perceptions of how the reward or punishment act was carried out. 
 
 Group rewards and punishments can be effective, especially when time is an issue.  By using the group 
approaches, the leader must be willing to sacrifice the desirability and greater precision of the individual solution. 
 
 4.  Recognizing and meeting soldier needs.  All people have needs.  Each of us needs food, water and shelter.  
Beyond these we need to feel secure in our home and work place.  We need to belong to and be accepted by a group.  
We need to feel that we make a difference.  Social scientists have developed several motivational theories based on 
the concept of needs.  The underlying concept of all need theories of motivation is that an unsatisfied need creates a 
state of internal wanting or disequilibrium.  In order to restore equilibrium, we are energized to reduce the need.  In 
simple terms, a person will be motivated to do something, which he or she perceives will satisfy a need or reduce the 
tension of an unpleasant situation.   
 
 5.  Serving as, and developing, positive role models.  Role models within a unit can also be used as 
motivators.  You know that soldiers learn through observation and imitation.  We also know that a soldier's level of 
commitment increases when he or she recognizes that the leaders are committed to the unit and its goals.  Each 
member of your unit is a role model and as such has the potential to contribute to or detract from individual 
motivation. Positive role models can be: 
 
  a.  Formal leaders.  Members of the formal chain of command are obviously role models. The members of 
the unit observe the actions of the officers and noncommissioned officers (NCOs) and the consequences of those 
actions.  Leaders are constantly under the scrutiny of their subordinates.  Officers and NCOs who demonstrate 
initiative, take responsibility for their actions, and develop well-trained, cohesive units, are positive role models.  
Soldiers will emulate their leaders and ultimately improve their own performance.  When this occurs, role modeling 
is a positive motivator. 
 
  b.  Informal leaders.  Within each organization, leaders who are not part of the chain of command emerge.  
An informal leader is an individual whom peers look to for direction.  He or she is both trusted and respected.  
Because the informal leader exercises a great deal of control and influence within an organization, it is essential that 
leaders identify the informal leaders as quickly as possible.  Informal leaders can be used as an excellent role model 
for their peers.  By tailoring your motivational tools to the informal leader, you can influence the actions of the unit. 
However, you must be careful not to overlook the beliefs and values of the other members of the unit.  If informal 
leaders have a negative impact on the motivation of a unit, they must be dealt with quickly. 
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  c.  Successful soldiers.  Each soldier is a unique individual.  Leaders who know their soldiers can increase 
an individual's motivation by selecting tasks, which are realistic yet challenging.  Others will observe a soldier’s 
successful accomplishment of a task in the unit.  Successful soldiers become role models for others who have not 
reached that level of achievement.  An accurate understanding of your soldiers and their abilities is essential in 
developing successful soldiers.  
 
 Successful soldiers who become informal leaders are excellent role models.  They have earned the trust and 
respect of their fellow soldiers.  Leaders influence the actions of their unit by developing informal leaders who are 
positive role models.  However, the leader must also be aware that an informal leader may also be a poor role model.  
If the informal leader models inappropriate behavior he/she negatively influences your unit and more importantly, 
your soldiers.  When developing the informal leader, use caution.  You don't want to give the impression that you're 
giving preferential treatment to a specific individual. 
 
SUMMARY. Motivation results in action.  By serving as an ethical standard bearer, building cohesive soldier 
teams, properly using rewards and punishments, recognizing and satisfying individual needs, and by serving as, and 
developing, positive role models, leaders motivate their subordinates to act in a way that helps the unit. 
 
 We have just presented actions, which the leader can take to motivate subordinates.  But how do you decide 
which is the best action to take?  Knowing actions you can take to improve motivation is important, but 
understanding the underlying motivation factors can help you to be an even more effective leader.  The reading 
above included a short discussion of Maslow’s Hierarchy of Needs and other theorists such as Alderfer and 
Herzberg (summaries below), and discussed motivation in terms of motivation being internal to the individual or 
work environment.  These theories are concerned with identifying what it is within an individual or the work 
environment that energizes and sustain behavior.  That is, what specific things motivate people?  
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THEORIES OF MOTIVATION 
 

Section I:  Needs Theories 
 

 Needs theories of motivation assume that all people share a common set of basic needs--internal states of 
tension or discomfort that the individual is motivated to change.  The needs theories of motivation are considered to 
be the most popular of the motivation theories.   
 
 The underlying concept of all need approaches is that a need that is unsatisfied creates a state of internal 
disequilibrium which is uncomfortable for the individual.  In order to restore equilibrium, the individual is 
“energized” to reduce the need.  This approach assumes that human beings constantly seek a state of equilibrium.  
When thirsty, one drinks to reduce the feeling of thirst.  When dissatisfied with a job, we do something to solve the 
problem.  In motivation terms, the individual is motivated to engage in behaviors that will satisfy a need and reduce 
associated tension. 
 
A.  MASLOW’S HIERARCHY OF NEEDS 
 
 The best known of the need theories of motivation is Abraham H. Maslow’s hierarchy of needs theory.  
Maslow’s theory is popular because of the optimistic picture of human nature that it presents.  He originally 
proposed his theory as a study of the ultimate human goals that people seek.  Maslow’s theory stresses two basic 
premises: 
 
 1.  Human beings are constantly in a state of “wanting.”  Needs which are not satisfied are motivators.  Needs 
which have been satisfied can not be motivators.  Humans rarely reach a state of complete homeostasis or 
satisfaction.  As soon as one desire is gratified, another surfaces to take its place.  Maslow believed that humans are 
always “wanting.” 
 
 2.  Human needs are arranged in order of importance.  Once a need is satisfied, another takes its place.  The 
needs range from fundamental animal needs (lower level) to the more advanced human needs that represent the 
uniqueness of mankind (higher levels).  They are represented in the chart below in ascending order.  Those at the 
bottom of the drawing must be satisfied before the higher-level needs can be satisfied. 
 
  a.  Physiological needs are basic to the survival of the organism and include such things as food, water, rest, 
shelter, and air.  The physiological needs will dominate when they are unsatisfied.  As a result, no other need will 
serve as a basis for motivation until the physiological needs are met.  For example, Maslow stated, “a person who is 
lacking food, safety, love and esteem probably would hunger for food more strongly than for anything else.” 
 
  b.  Safety needs are concerned with providing a safe and secure environment, free from threats to one’s 
existence.  Safety needs also include areas such as protection from ill health, economic disaster, physical harm and 
the unexpected.  Safety needs may be manifested in the subordinate’s concern with job security and benefits.  
 
 3.  Social needs deal with the need for friendship, affection, and affiliation, and is sometimes referred to as 
belonging or need for love.  It is at this point that the needs separate from the physical or quasi-physical needs and 
where failure to satisfy the needs at this level can affect the individual’s mental health. 
 
 4.  Esteem needs are concerned with the desire of individuals to have a stable, high evaluation of themselves 
and to have respect from other people.  Satisfaction of these needs leads to a feeling of self-confidence and prestige. 
 
 5.  Self-actualization needs refer to the desire to achieve self-fulfillment, to develop one’s potential to the 
fullest, to become everything that one is capable of becoming, and to achieve fulfillment of one’s life goals.  
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Maslow’s Five Levels of Needs 
 
  
 Maslow argues that needs are arranged in a hierarchy of importance in which each lower level need must be 
fulfilled to some degree of satisfaction before advancing to the next higher level need.  Hence we see that Maslow 
considers a lower level need as being the most potent motivator when it is not satisfied.  On the other hand, Maslow 
does not propose that a lower level need must be completely satisfied before the next higher level need becomes 
important.  In fact, Maslow said that “...most members of our society who are normal are partially satisfied in all 
their basic needs...” 
 
 Maslow uses the concepts of deprivation and satisfaction to change his theory from one that merely categorizes 
needs to one that tells how needs affect behavior.  The deprivation/ satisfaction process deals with the way in which 
needs are activated by the external environment to produce need-fulfilling behaviors.  The deprivation concept is 
used to explain the temporary dominance of a particular need level over others.  Maslow’s position is that 
environmental deprivation of lower level needs would lead to a domination of that need level in the person’s day-to-
day activities.  For example, those who have been on a restricted diet know the craving that follows notification that 
certain foods are now banned.  The longer we go without satisfying that need, the more it dominates every sensory 
attention.  We may even notice pictures of the restricted foods where we have never noticed them before.  After that 
dominant need is finally satisfied, however, we no longer pay particular attention to that food--another need is 
activated.  So we have a continuous process where each need level in turn becomes satisfied, and the next need level 
becomes dominant until all lower level needs have been satisfied and we become primarily concerned with the need 
for self-actualization. 
 
 Maslow referred to lower order needs as “deficiency needs” and to higher order needs as “growth needs.”  The 
deficiency needs consist of physiological, safety, and social (love/belonging) needs.  The growth needs are esteem 
and self-actualization.  The distinction between the deficiency needs and the growth needs is key to Maslow’s 
theory.  Deficiency needs motivate behavior only if they are in a state of deprivation.  In other words, the less you 
have, the more you want, and the more you will do for it.  However, once a deficiency need is satisfied, it loses its 
motivating force.  People will go to great lengths to satisfy thirst, but, once satisfied, water will probably not 
motivate behavior any longer (at least not immediately).  Growth needs, on the other hand, are those that continue to 
motivate behavior even when whatever it is that satisfies the need is being received.  For growth needs, the more 
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you get, the more you want, and the more you will do for it!  Receiving recognition and praise from others usually 
increases the motivational force of esteem needs.  
 
B.  ALDERFER’S THEORY:  EXISTENCE, RELATEDNESS, AND GROWTH 
 
 Research based on Maslow’s concept of needs demonstrated some problems with his hierarchy of needs theory.  
Although findings appeared consistent in the very low levels and at high levels, conflicting findings were reported in 
the areas of social, safety, and esteem.  Primarily, there appeared to be a great deal of overlap in these three levels.  
For this reason, Clayton P. Alderfer, another need theorist, modified Maslow’s approach and developed what he 
calls Existence, Relatedness, and Growth (ERG) theory.  The major differences between the Maslow and Alderfer 
approaches center around three concepts:  how needs are categorized , the relationship of needs and levels, and what 
happens when a need is not satisfied. 
 
 To clear up the overlaps in Maslow’s hierarchy, Alderfer rearranged Maslow’s five levels into three categories 
shown in the figure below.  Alderfer proposed that security, social, and esteem (from others) is a common type of 
need as they all involve some interpersonal relationship.  He therefore combined these into a single class of needs 
called “relatedness needs.”  Self-esteem is based on internal cues of personal achievement, independence, and goal 
achievement, and thus appears very close to self-actualization.  These two needs are combined into “growth needs” 
in ERG theory.  Finally, those safety needs, which are related to physical (as opposed to interpersonal) security, 
could be seen as strongly akin to physiological needs.  These two levels he combined into “existence needs.” 
 
 The second concept addressed differently in the two theories is the relationship between needs and levels.  
Recall that Maslow suggests a strict hierarchy--all lower needs must be minimally satisfied before a higher need can 
be operative.  ERG theory, although hierarchical, does not presuppose a strict hierarchy.  Thus, in ERG theory, it is 
not contradictory that a person will deny himself basic needs in order to be creative or to gain the esteem of others.  
Consider, for example, the inconsistency that the hunger striker poses for a strict hierarchical approach. 
 
 The final difference concerns the relationship of needs and dissatisfaction.  Although Maslow and Alderfer 
would agree that satisfaction at each need level leads to desire at the next higher one, they see a difference in what 
happens to unsatisfied needs.  In Maslow’s theory, an unsatisfied need provides motivation.  For example, to the 
extent that all lower level needs are satisfied and self-actualization is not, people will be motivated to self-actualize.  
ERG theory provides a more complex view of this relationship.  To the extent that a need is not satisfied, it provides 
motivation.  However, if the drive for that need is frustrated, people may compensate by substituting fulfillment at 
the next lower need level.  Thus, to the extent that growth needs are desired and not satisfied, people may turn to 
relatedness needs as an alternative.  Also, to the extent that relatedness needs are unsatisfied, people will continue to 
seek relatedness, but may also increase their desire for existence needs.  Thus, according to Alderfer, an unsatisfied 
need does not necessarily motivate only at that level, but may also be compensated for at a lower level. 
 
 This distinction is particularly important because the leader may compensate a subordinate by concentrating on 
relatedness needs when growth needs cannot be met on the job.  For instance, sometimes organizations emphasize 
the “family” aspect of the organization or use slogans such as “We take care of our own” as compensation for the 
lack of challenging jobs.  This, in effect, emphasizes the fulfillment of the need to feel wanted or secure to make up 
for the deficiency in a feeling of accomplishment or achievement. 
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C.  HERZBERG’S TWO-FACTOR THEORY: 
 
 Herzberg’s works centered on the job or work itself and what can be done with it to enhance individual 
motivation.  Basically Herzberg’s work looks at such issues surrounding restructuring a job to increase subordinate 
performance.  His studies deal with factors, which are job satisfiers, and how they differ from factors, which result 
in dissatisfaction.  His work lead him to draw two main categories of factors: 
 
 1.  Maintenance factors.  There are factors/conditions, which serve primarily as dissatisfiers to workers when 
they are not present.  Herzberg called these factors the Maintenance Factors.  The presence of Maintenance Factors 
does not result in strong motivation.  Rather, it is the absence of these factors which leads to dissatisfaction.  In other 
words, the factors are more potent as dissatisfiers when they are absent than they are as motivators when they are 
present.  Some of these factors include: 
 
  Policy and administration    Salary 
  Technical supervision    Job security 
  Interpersonal relations with supervisor,  Personal life 
  peers and subordinates   Work conditions 
  Status 
 
 2.  Motivational factors.  Herzberg also identified a second set of factors that lead to high levels of motivation 
and job satisfaction when they are present, but which do not prove to be highly dissatisfying if they are absent.  
Herzberg named these factors Motivational Factors.  The following factors are among those that he identified as 
Motivational Factors: 
 
  Achievement    The work itself 
  Advancement    Possibility of personal growth  

 Recognition    Responsibility   
          
  Thus, Herzberg found that the opposite of job “satisfaction” is not “dissatisfaction” but “no satisfaction.”  
   
 A comparison of Herzberg’s two factors is presented below: 
 

FACTOR TYPE ABSENCE OF FACTOR PRESENCE OF FACTOR 
Maintenance Factors 

 
Dissatisfaction No dissatisfaction 

Motivational Factors  
 

No satisfaction Satisfaction 
 

 
 Herzberg’s work has led to interest in job enrichment that attempts to restructure the job to increase the 
worker’s job satisfaction.  Herzberg ‘s theory implies that if leaders focus on Maintenance Factors, motivation will 
not occur.  Motivation must be built into the job itself in order to improve motivation.   
 
 Below is a comparison of the three motivational theories about which you read:  Maslow, Alderfer, and 
Herzberg.  Similarities and differences between the three theories can easily be seen.  
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Section II:  Process Theories 
 
 Other theories of motivation try to explain and describe the process of how behavior is energized, directed, 
sustained, and finally stopped.  Some of the theories of this type we are going to cover include the following 
approaches:  Equity Theory, Expectancy Theory, Goal Setting and Job Redesign.  These theories provide you with 
ways that you can look at your work environment and make appropriate behavioral and organizational changes that 
may result in increased motivation on part of your subordinates. These theories first attempt to define the major 
variables necessary for explaining choice (e.g., should I work hard), effort (e.g., how much do I need to work), and 
persistence (e.g., how long do I have to keep this pace). 
 
A.  EQUITY THEORY  
 
 Have you ever been in a situation where, after you worked hard to obtain a reward, you were dissatisfied with 
the reward you received?  Perhaps the reward was one that was offered to other people also.  Was it received by 
someone you didn’t think devoted as much effort to earning it as you did?  Perhaps your sense of fairness was 
violated.  Humans have a culturally induced belief that life owes them a "fair shake."  This desire for equity is based 
on the belief that there should be an equitable distribution of rewards based on contributions.  What we get out of 
our work should reflect what we put into it.  Equity theory states that we judge the equity of our outcomes by a 
process of comparison.  We generally believe that there should be an equitable distribution of rewards based on an 
individual’s input. 
 
 Equity theory removes needs from their social isolation and makes the assumption that people engage in 
social comparison and are attentive to the process of exchanging their work contributions for organizational rewards.  
Either the exchange is perceived as equitable, or some adjustment will have to be made.  As with need theories 
(Maslow is an example), equity theory assumes that a feeling of inequity will result in tension within the individual, 
and that the individual will be motivated to reduce that tension.  The behaviors associated with this tension reduction 
provide the key for a motivational strategy for leaders. 
 
 The clear implication of equity theory for leaders is that they must insure that there is a perception of 
fairness associated with the organizational rewards system.  If this sense of fairness does not exist, the leader must 
take steps to establish it in the minds of the subordinates as well as within the objective reality of the rewards 
system.  (It is important to remember that the way people perceive things is more important to subsequent behavior 
than is the objective reality--the way things actually are.) 
 
 Equity theory involves the inputs a person brings to the work environment and the outcomes the person 
receives as a result of those inputs.  It is the ratio of these inputs to outcomes in comparison with the perception of 
this ratio for other persons which is of importance to the leader. People normally compare themselves with others 
whom they see as being like themselves in terms of either similar past experience or similar interests.  For example, 
the “A” student probably compares himself/herself with other “A” students.  The comparison person usually is not 
the same in all situations.  For example, we do not use the same comparison person in academic, sports, and work 
situations.  Also, the comparison person may be a composite, or ideal, rather than an actual person. 
 
 The notation used to describe the comparison ratio is: 
 
 

Own Outcomes compared with Other’s Outcomes 
  Own Inputs Other’s Inputs 
  
 
 Suppose you work hard and the organization promotes you ahead of schedule, while peers fail to work hard 
and are not promoted early.  The notation would be as follows: 
 
 
 Individual        Others 
 High Outcome (Early promotion) compared with Low Outcome (No early promotion) 
 High Input (Work Hard) Low Input (Not working hard) 
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 Based on the ratios above, you would probably conclude that this is an equitable situation where hard work 
resulted in your early promotion while your peers, who did not work hard, did not receive a reward.  If however, the 
situation presented by the following set of ratios occurred, you might not feel the same way: 
 
 
 Own       Others 
 High Outcomes  compared with   High Outcomes 
 High Inputs       Low Inputs 
 

 
 In the second example, where peers receive the same outcome without contributing the same degree of 
inputs, you would probably find inequity existing and would probably be disturbed and frustrated.  As you can 
conclude, inequity has two aspects.  First, people feel under-rewarded when they receive fewer outcomes than they 
think they deserve.  Second, people feel over-rewarded when they receive more in outcomes than they feel they 
deserve.  Thus, the three conditions that can result under equity theory are equity, under-reward, and over-reward. 
 
 How does the equity theory relate to motivation?  As long as a feeling of equity exists, individuals will 
continue to operate as they have been doing.  A feeling of over reward usually is not a problem for the individual.  
However, if the individual feels under rewarded, you have a motivation problem.  Additionally, the theory suggests 
that the strength of the motivational force is directly proportional to the degree of inequity.   
 
 
Equity Restoration Strategies 
 
 A person experiencing inequity uses one of six equity restoration strategies to return to a state of equity. 
 
 1.  The individual may alter inputs.  The most direct motivational strategy is for the individual to change their 
job input--to do more or less work--thereby restoring perceived equity. If, for instance, the imbalance is the direction 
of under-reward, reduction of input is a common strategy.  When people feel over-rewarded, however, they tend to 
restore equity by means other than increasing input.  People are reluctant to change inputs which are directly related 
to self-esteem--few people, for instance, will de-value themselves to gain more organizational rewards.  For the 
leader, this means that providing more rewards may not increase performance (input), but that providing too few, 
may reduce it. 
 
 2.  The individual may alter outcomes.  Usually this involves trying to get more for what is being done, rather 
than trying to get less for doing too little.  People will try to maximize outcomes that are important to them as well 
as resist changing outcomes that threaten self-esteem.  Sometimes they may even resort to unethical efforts to 
restore equity.  For the leader, this reinforces the need to be sensitive to perceived inequity, and to increase rewards 
when appropriate. 
 
 3.  The individual may cognitively distort inputs and outcomes.  Although it is difficult to distort objective 
reality, people can and will distort the impact of different aspects of the real situation to resolve inequity.  To say to 
oneself, “That wasn’t very important anyway,” is one way to distort an outcome that you have worked for but failed 
to receive.  Again, cognitive changes that threaten self-esteem will be resisted.  Also, it is often easier to distort 
one’s perception of someone else’s inputs or outcomes than our own.  The individual may say, for example, “We 
may be getting the same pay, but the boss thinks more highly of me than of him because I work harder.” 
 
 4.  The individual may act on the comparison other.  Simply, the individual may try to get the comparison other 
to change either inputs or outcomes.  We observe this happening with informal norms that restrict production, or in 
situations where pressure is placed on a group member to decrease work inputs.  Comments such as, “What are you 
trying to do, make the rest of us look bad?” are powerful demotivators which seek to restore equity. 
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 5.  The individual may change the comparison other.  If people cannot resolve the inequity between themselves 
and a reference other, they may simply change the reference point.  People who have a comparison other that they 
have been using for a long time, however, normally find it difficult to change the object of comparison.   
 
 6.  The individual may leave the field.  Quitting is a realistic escape from a situation of inequity, and 
absenteeism and turnover are prime indicators of perceived inequity.  For people who have been with the 
organization for a long time, quitting is usually a last-resort strategy. 
 
 Equity theory predicts that subordinates in organizations will take one or more of the six steps discussed 
above as an inequity resolution strategy.  Note that the only strategies with a direct effect upon behavior changes are 
the alterations of one’s own inputs and quitting.  All of the other strategies may affect behavior indirectly, but 
generally restrict themselves to attitude changes or attempts to change environment rather than performance.  The 
most appropriate place for the leader to intervene, then, is where inequity affects behavior.  It is important for the 
leader to understand the vital role of perception in motivation.  A person’s expectancies, depend upon a person’s 
perceptions.  The importance of perceptual differences among workers with similar skill levels is made obvious by 
the expectancy theory.  Different levels of motivation among people with similar skills could be explained in terms 
of perceptual differences. 
  
 The major observation for the leader here is that several of the resolution strategies are potentially adverse 
for the organization.  Therefore, the lesson of equity theory for the organizational leader is prevention of perceived 
and actual inequity.  The major underlying premise of equity theory is that the whole comparison process is based 
on the perceived situation, which may or may not reflect reality.  The leader must be alert to perceived inputs by 
subordinates, as well as to the fairness of the outcomes provided for those inputs.  A knowledge of equity theory 
puts pressure on the leader to discriminate in allocating rewards based on performance.  Further, perceptions of 
inequity demand that the leader insures that the objective reality of organizational reward systems is clear to all 
subordinates.  Leaders should be able to analyze the reward system from a subordinate’s viewpoint.  In conclusion, 
equity theory tells us that organizational rewards must depend on level of performance so that there is perceived 
equity (not necessarily equality). 
 
 
B.  EXPECTANCY THEORY 
 
 The anticipation of a reward or punishment also motivates people.  This is called expectancy theory.  When a 
person expects an important reward, there is an increase in the intensity and persistence of behavior directed toward 
that reward.  The expectancy of a reward motivates behavior.  The expectancy theory is based on four assumptions: 
 
 1.  Behavior is caused by a number of forces in the work environment and in the individual. 
 
 2.  People consciously make decisions about their behavior. 
 
 3.  People have different types of needs, goals, and desires. 
 
 4.  People will do things, which will result in favorable outcomes and will avoid those behaviors that lead 
to unfavorable outcomes. 
 
 A person who expects or anticipates a valued reward will work hard to achieve the level of performance 
necessary to receive the reward.  However, performance is not simply working hard.  In addition to effort, innate 
skills and abilities limit the performance level of an individual.  If this is the case, no matter how motivated the 
subordinate is, it is unlikely that performance will exceed a certain ability level.  Therefore, a leader’s motivation 
strategy must include an assessment of the skills and abilities of subordinates.  A third variable that must be 
considered by the leader is the knowledge on the part of the subordinate of those job-related behaviors, which lead 
to a desired performance level.  This is different from ability.  Such behaviors may include some work behaviors 
that the boss desires even though the subordinate may not see the relation between these and objective performance  
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outcomes.  People may learn “what to do” through prior learning in similar circumstances, through communication  
with more experienced workers, and through experience on the job.  They usually learn “how to do” from the boss.  
That is, they learn how the boss wants the job performed.  So, performance in work settings is a function of three 
interrelated variables:  subordinate skills, abilities, and personality; subordinate effort; and accuracy of subordinate 
perception of how the boss wants the job done. 
 
 The expectancy theory is a complex motivational theory. However, it is an important theory as it provides a 
great deal of insight into why some attempts to motivate soldiers are successful and others fail.  To better understand 
the theory, let's build a model of it. 
 
 

Individual Behavior  Performance Outcomes  Reward Outcomes 
 

    Expectancy Theory Model 
 
 
 Individual behaviors are the actions a person performs.  Performance outcomes are the results of the individual's 
behavior or action.  Some of these outcomes are desirable for the unit, others are not.  Use the following example to 
clarify the model. 
 
Individual behaviors are the actions a person performs.  Performance outcomes are the results of the individual's 
behavior or action.  Some of these outcomes are desirable for the unit, others are not.  Use the following example to 
clarify the model. 
 

Example: Everyone has to take the PT test twice a year.  If we practice the three events regularly 
(individual behaviors), the practice should result in a higher number of repetitions and faster time on the 
two-mile run (performance outcomes).  The high number of repetitions and faster time, however, are 
valuable to us only because of the reward outcomes associated with them which is pass the PT test or, in 
many cases, max the PT test. 

 
 Reward outcomes are either intrinsic or extrinsic.  The satisfaction and sense of achievement from being 
physically fit may be reward enough.  This is an intrinsic reward because the behavior is important in and of itself.  
If, on the other hand, the soldier strives to obtain a high score on the PT test just to earn the respect of his peers or 
superiors, the reward is extrinsic.  The reward is not tied to the behavior but rather to the associated needs.  The 
individual controls intrinsic rewards.  Others generally control extrinsic rewards. 
 
 Unfortunately, not all soldiers are intrinsically motivated to accomplish their assigned tasks and responsibilities.  
Leaders who understand what motivates their soldiers can use expectancy theory to improve individual and unit 
performance.  Let's take a more detailed look at our model. 
 
 How can the leader view the expectancy theory in terms of value to the organization?  We have three sets of 
variables displayed in the model: individual behaviors, performance outcomes, and reward outcomes.  The 
relationship between the individual's behavior and the performance outcome is the expectancy or the belief that a 
given behavior will result in the desired performance outcome.  This belief is subjective 
 

Example:  The belief is that by practicing push-ups or sit-ups, you will achieve the performance outcome  
(a high number of repetitions on the PT test) is the expectancy. 

 
 
 Leaders affect the expectancy or belief by teaching the subordinate behaviors that lead to the performance 
outcome.  If the subordinates really believe that the behaviors they learn or do lead to the performance outcome, 
there is a high degree of expectancy. 
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Example:  Let's look at our PT test example.  A platoon leader starts a PT test training program with the 
goal of having everyone in the platoon achieve a minimum of 60 push-ups, 60 sit-ups and running 2 miles 
in 15 minutes.  The behaviors are training in preparation for the PT test.  The performance outcomes of 
obtaining 60, 60 and a 15-minute two-mile time would have a high expectancy for most soldiers since most 
of the soldiers probably believe that, with practice, they can obtain these goals. 

 
 
 There is also a relationship between the performance outcome and the reward outcome.  If the subordinate 
knows that by achieving the desired level of performance, valued reward outcomes follow, we can say that the act of 
achieving the performance outcome is instrumental in obtaining the reward outcomes.  We call this relationship the 
instrumentality relationship.  You'll notice that the instrumentality is a relationship between two outcomes--
performance and reward.  Leaders exercise the greatest degree of control over these two outcomes.  First, they are 
generally the ones who set the performance standard.  Second, they generally have full control over the reward for 
achieving the desired level of performance.  In order to motivate soldiers, the soldiers must be reasonably certain 
that the leader will provide the reward. If the leader's track record of providing rewards is good there will be a high 
instrumentality level.  If the leader's track record is poor-the instrumentality level is low and the subordinate is less 
likely to achieve the performance outcome.  In short, the instrumentality is dependent upon the leader's ability to 
ensure the promised rewards are available from the organization. 
 
 

Example:  Our platoon leader wants to reward all those soldiers who achieve his goal of 60, 60 and 15 minutes.  
He/she decides to make PT optional for those who achieve his/her goal. Since the PT test training sessions are 
the idea of the platoon leader and he/she runs the sessions, then the instrumentality of this reward would be 
high.  The soldiers can expect to achieve this reward if they obtain the leader’s PT goals.  If the PT test training 
program is a company level program and the platoon leader promised the same reward while the company 
commander announces something different, then the instrumentality of the platoon leader's reward would be 
low. 

 
 The final aspect of the basic expectancy theory addresses the importance of each outcome.  The term given to 
the importance that the subordinates place on each outcome is called valence. 
 
 In our example, the reward of being exempt from the PT sessions may have a high valence if the PT sessions 
are held under unpleasant conditions or after duty hours.  Also, if being recognized as an individual excused from 
PT gives soldiers additional status or recognition from other soldiers, that may contribute to a positive valence of the 
reward outcome.  If, however, the soldiers who are excused from PT catch a lot of flack from other soldiers, that 
reward outcome may have a negative valence.  This would also be true if the soldiers attending the PT sessions view 
by as a fun, team building activity.  In both of these cases, the valence of the reward outcome would negate the 
purpose of the reward.  The important point is that the leader must carefully determine the valence of the reward 
outcome before linking the performance outcome to the reward outcome. 
 
 The brief summary below presents an illustrative list of leader actions available to the organizational leader to 
increase a subordinate’s expectancy, instrumentality and/or valence: 
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1. To increase expectancy (Can I achieve the desired level of task performance?): 
 
 a.  Clarify the relationship between individual behavior and performance outcomes.  Show the subordinate what 
specific behavior will lead to the desired performance outcome. 
 
 b.  Lower the performance outcome/standard, if consistent with organizational goals. 
 
 c.  Conduct additional training for the subordinate. 
 
 d.  Alter the subordinate’s perception of his/her capabilities, (i.e., build the subordinate’s self-confidence). 
 
 e.  Restructure the work environment (resource availability, etc.). 
 
2. To increase instrumentality (What is the probability that rewards will be received as a result of the 
performance?): 
 
 a.  Ensure that a well defined performance outcome to reward outcome relationship is established, effectively 
communicated, and understood by all.  Make the reward contingent on the desired performance outcome. 
 
 b.  Ensure that equitable rewards are available, contingent on performance, and consistently administered in a 
timely manner. 
 
3. To increase valence (How highly do I value the reward outcomes?): 
 
 a.  Determine what reward outcomes are valued (via surveys, direct observations, direct inquiries, need theories, 
etc.) and provide those outcomes. 
 
 b.  Clarify individual perceptions concerning the value of reaching particular performance outcome.  The 
individual may be overlooking some critical reward outcomes that are associated with the performance outcome in 
question. 
 
 
 How can you use this theory?  You, the leader, can motivate soldiers by influencing the expectancy, the 
instrumentality, and the valence.  You can make the expectancy high by making the desired performance outcomes 
challenging but achievable.  You can make the instrumentality high by promising only the rewards that you can 
provide and by following through with the rewards you promise.  Finally, you can make sure that the awards are 
desirable.  High expectancy, high instrumentality and high valence help motivate soldiers to perform at a high level. 
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C.  GOAL SETTING THEORY 
 
 Goal setting also affects motivation.  Simply stated, goal setting is a process where leaders and their 
subordinates jointly identify common objectives, define subordinates’ major areas of responsibility in terms of the 
results expected, through mutual agreement obtain the subordinates’ personal commitment, and use these objectives 
as guides for operating the unit and assessing the contribution of each of its members.  This is one approach to 
motivation--establishing clear goals and objectives.  The subordinates want to work because they thoroughly 
understand what is expected of them and what they need to accomplish.  The subordinates feel a sense of ownership 
in the organization's goals.  Goal setting is the theory behind the current officer evaluation report support form. 
 
 The positive side of goal setting is that it places the leader's emphasis on results rather than handling daily 
crises.  Teamwork is improved because of more clearly defined goals, established priorities and planned resource 
allocation.  Goal setting provides for the possibility of clear standards for performance evaluation and creates an 
environment for constructive and timely criticism, better communications and greater subordinate development.  
Since subordinates know what is expected of them, know what constitutes success, and agree to the objectives, they 
are motivated to accomplish their jobs. 
 
 The leader must be careful that the goal setting process fits the needs and realities of the organization.  Some 
leaders feel threatened by goal setting because they believe they lose control and authority when subordinates are 
allowed to help in setting goals and action plans.  The leader must ensure the goals are achievable by subordinates 
but still challenging.  Leaders must be careful not to place too much emphasis on numerically measurable results.  
This creates a climate of leadership by statistics and involves an extraordinary amount of paperwork.  If used well, 
the positive aspects of goal setting outweigh the limitations.  The periodic review of the progress achieved by the 
leader and subordinate greatly assists in the development of subordinates, improves communication, increases 
individual motivation and improves the organization's planning capability. 
 
 How can you use this theory?  Research indicates that goals which are both specific and difficult result in 
consistently higher effort and performance than when the established goal focuses on “do your best” type goals.  
Secondly, goal commitment is critical.  Even though subordinate participation in developing the goals is one way to 
increase commitment, goals set by the leader or jointly between the leader and subordinates can both result in the 
accomplishment of the desired goal.  Subordinates were as committed to goals assigned to them as they were to the 
goals they helped establish when they viewed the leader as having the legitimate authority, having confidence in the 
subordinates and having clear standards for the performance.  Regardless of the source of the goals, subordinates 
exerted the greatest effort when the goals were accompanied by feedback--subordinates getting goals or feedback 
alone generally exerted less effort to accomplish the goals. 
 
 In research dealing specifically with group performance, it is found that goal specificity is critical for improving 
group performance.  Leaders with the highest performing groups worked with followers to jointly set goals and also 
gave concrete feedback on goal progress.  Leaders who used participatory goal setting or provided feedback were 
not as successful.  If time is limited, however, it may be preferable for the group leader to establish challenging 
goals and provided ongoing concrete feedback instead of taking the time to engage the group in participative goal-
setting efforts. 
 
 In summary, successfully completing goals provides subordinates with a sense of accomplishment and 
satisfaction, and a greater sense of motivation.  You can achieve these goals by talking to your subordinates about 
the unit goals, your goals and their goals, involving the subordinates in establishing goals when possible, and 
providing them on-going concrete feedback about the accomplishment of the established goals. 
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D.  JOB REDESIGN 
 
 The last motivation concept we will examine is that of job redesign.  The main assumption in job redesign is 
that the job itself promotes motivation.  To use a term we discussed earlier, the intrinsic rewards of the job are the 
most important rewards.  You may not be able to use the concept of job redesign in every assignment, but you can 
use the concept when you reach positions of greater authority and responsibility. 
 
 As you read the material on job redesign, you will find that high growth strength persons--persons who 
characteristically seek additional responsibility and challenge in their work--prefer jobs that they find challenging.  
The absence of certain core dimensions which make the jobs challenging may cause high growth need strength 
persons to become dissatisfied, unmotivated, and unwilling to perform well or even to attend work regularly. 
 
 Core job dimensions represent the key attributes of the job itself which can be affected by the leader through job 
design efforts.  There are three major core job dimensions:  skill variety, the degree to which different skills are 
needed for the job; task identity, the degree to which the job can be seen as a meaningful chunk of work by the 
subordinates; and task significance, the degree to which the subordinate sees the job as having importance for the 
organization as a whole.  The three-core job dimensions impact directly on the experienced meaningfulness of the 
work that the subordinate does.  Essentially, if subordinates can say to themselves that their work is important to 
others, requires a number of challenging skills, and can be identified as a meaningful whole, the experienced feeling 
of the subordinates will be one of meaningfulness.   
 
 Two aspects of the work that can impact directly on critical psychological states are the autonomy which the 
work allows and the feedback from leaders and others which the subordinates gain from doing the work.  Increased 
autonomy will bring about feelings of increased responsibility for the outcomes of the work.  Likewise, increased 
feedback will give the subordinate a more complete knowledge of the actual results of the work activity. 
 
Implementing concepts: 
 
 The following implementing concepts are strategies which leaders can employ to redesign work, thereby 
increasing subordinate motivation toward quality organizational performance: 
 
 1.  Combining tasks refers to the strategy prevalent in most job enlargement (adding additional duties or rotating 
the subordinate through a number of different jobs) and job enrichment efforts (enriching the job through vertical 
expansion).  Segmented jobs are re-combined to add depth or scope to each job. This strategy affects both the skill 
variety and task identifies dimensions--which, in turn, impacts on feelings of meaningfulness. 
 
 2.  Forming natural work units means breaking up the workflow at some natural break point to create a 
meaningful chunk of work.  Work units are designed so that one worker or group of workers, in the case of large 
tasks, has responsibility for an identifiable body of work (such as a jeep engine).  This strategy is expected to 
increase both task identify and task significance. 
 
 3.  Establishing client relationships has to do with increasing the control of the subordinate for the input and 
output aspects of the job.  The individual is given responsibility for direct contact with those who receive the 
finished output and contact with the client is maintained by the subordinate rather than by someone else in the chain 
of command.  This strategy can affect skill variety and autonomy and can provide the individual subordinate with 
direct and work-relevant feedback. 
 
 4.  Vertical loading as a strategy (involving much more than just adding jobs) directly affects job autonomy and, 
in turn, the feeling of responsibility for work outcomes.  Vertical job loading involves not only performing the job 
but includes giving the soldier responsibility for planning the job and evaluating the product of the job.  The seven 
principles of vertical job loading are: 
 
 (a)  Remove some controls while retaining accountability.  An example is giving a radio mechanic the 
weekly goal of trouble shooting and repairing all the radio equipment in a company, but allowing the soldier to 
determine the work pace. 
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 (b)  Increasing the accountability of individuals for their own work.  By making this radio mechanic 
responsible for the proper diagnosis and repair of the company's radio problems, you increase the accountability of 
the soldier. 
 
 (c)  Giving a person a complete natural unit of work. (division, product, area.).  An example of this is to 
take a clerk working in the S1 shop and put him in charge of all the battalion's issuing meal cards to new soldiers, 
accounting for the cards on hand and collecting them from soldiers leaving the unit. 
 
 (d)  Granting additional authority to a worker.  If you were the SFC, you could grant additional authority to 
the meal card clerk.  When the battalion goes to the field, rather than you coordinating with the first sergeants for 
issuing field meal cards, allow the clerk to coordinate with the first sergeants and allow him to set his own schedule 
for issuing and collecting the field meal cards.  As a result, he/she develops a sense of responsibility. 
 
 (e)  Make periodic reports directly available to the subordinate, rather than the supervisor.  Divisions 
usually publish statistics on various administrative and logistics data once a month.  Give the results of all the 
reports about meal cards (inventories, finance notification, and errors) directly to the meal card clerk rather than 
routing it through the SFC.  This gives the subordinate immediate feedback on his/her efforts and gives him/her 
some autonomy.  He/she then knows where to focus his/her efforts. 
 
 (f)  Introduce new and more difficult tasks not previously handled  Take our steadily improving meal card 
clerk and have him/her submit the required reports after the unit returns from the field.  He/she collects the 
information from each company, puts it in the correct format and submits the report to finance within the established 
timelines.  This provides the individual a new, more difficult task and makes him/her responsible for the completion 
of that task. 
 
 (g)  Assign individuals specific or specialized tasks, enabling them to become experts. We have done this 
with our meal card clerk.  He/she is now the battalion's expert in all meal card operations.  He/she is a valued 
member of the team and has earned recognition along with increased responsibility. 
 
 (h)  Opening feedback channels between the subordinate and the leader and among peers delineates a 
strategy for increasing feedback.  However, feedback is most effective when it comes directly through the 
accomplishment of the task. 
 
 Properly applied work redesign programs have resulted in increased motivation and job satisfaction.  On the 
other hand, it has not been found that the quality and quantity of production also increases.  One possible 
explanation is that although individuals may be more satisfied on the job, they may not necessarily put the 
satisfaction into greater effort on their jobs.  Other studies have found that satisfaction which leads to high effort is 
dependent on the worker’s satisfaction coming from meeting higher-order needs, such as the needs for recognition 
and achievement.  Referring back to the expectancy theory, the expectancy that high effort will lead to good 
performance and subsequent reward must be present. 
 
 Job redesign does not work for all jobs.  Many low-level jobs may not be applicable because the 
tasks involved do not allow for enrichment--such as manual type labor.  On the other hand, there are jobs which are 
already so enriched that little can be done to change them and make them more enriched--such as some research 
jobs.  Finally, job redesign only works for subordinates who have high growth needs.  For the person with low 
growth needs, a job redesign effort by the leader may be counterproductive.  Individuals with low growth needs 
(have little desire to acquire more responsibility) who are given more responsibility may demonstrate adjustment 
problems, erratic performance, and even increased absenteeism and turnover.  It is also important to note that it is 
just as dysfunctional to have an individual motivated by lower-order growth needs in an enriched job as it is to have 
an individual motivated by higher-order growth needs in a simple, routine job.  The important question for the leader 
to answer is, “Does this subordinate want more responsibility?”  The table below summarizes these points: 



 SH-2-21 

 
 SIMPLE, ROUTINE JOB “ENRICHED” JOB 
HIGH-GROWTH NEED 
INDIVIDUAL 

Individual feels underutilized 
and bored.  High frustration, 
dissatisfaction, and turnover 

Very high quality performance.  
High satisfaction, low 
absenteeism and low turnover. 

LOW-GROWTH NEED  
INDIVIDUAL 

Effective performance.  Adequate 
levels of satisfaction.  Low 
absenteeism 

Individual overwhelmed by job 
demands.  Psychological 
withdrawal from job or overt 
hostility and inadequate job 
performance 

 
 
Core Job Dimensions: 
 
 The final aspect of job redesign that we will look at concerns changing the core job dimensions to motivate our 
soldiers.  As we discuss each of the core job dimensions, we see how the previously mentioned principles fit into 
this concept.  If we positively influence these aspects of the job, we help motivate our soldiers. 
 
 1.  Skill Variety:  Recall that when we talked about vertical job loading, we mentioned that introducing new 
and more difficult tasks would help motivate soldiers.  This is skill variety.  Give soldiers more to do.  Make the 
conditions more challenging by decreasing the time allowed or by requiring the soldiers to perform the tasks while 
wearing chemical clothing.  As the soldier masters the task under increasingly more difficult conditions, he develops 
self-confidence and which, in-turn, helps create a cohesive team. 
 
 2.  Task Identity:  This means developing a sense of task ownership by the soldiers.  We mentioned this 
aspect as a part of goal setting. You can also improve task identity by providing a natural work unit rather than 
making soldiers work on just a portion of a bigger job.  The soldier wants to work because it means something to 
him. 
 
 3.  Task Significance:  This dimension is closely related to task identity.  Also, forming natural work units 
influences it.  If we make the soldier understand how his/her job helps the unit, he/she appreciates the importance of 
his job.  This recognition, in turn, gives him/her high internal work motivation. 
 
 4.  Autonomy:  A key core job dimension is autonomy.  When soldiers speak of being their own boss, they 
are talking of autonomy.  We all, to some degree, want and need some autonomy.  We increase autonomy by 
vertical job loading and goal setting.  By increasing autonomy we trigger the internal motivators or the intrinsic 
rewards in a job.  When you hear someone tell you that it's better to tell someone what has to be done rather than 
how to do it, they are speaking of appealing to someone's need for autonomy.  All the examples we mentioned on 
vertical job loading relate to autonomy. 
 
 5.  Feedback:  Feedback is the last core job dimension we need to discuss.  When we talk about feedback, 
we are talking about giving an individual information on his/her job performance.  There are a couple of ways to do 
this.  Through regular performance counseling we inform subordinates on what they are doing well and what they 
must improve on.  Also, we can improve the feedback dimension by establishing client relationship.  We can easily 
do this when we find ourselves in charge of a staff section or in a support job.  We should talk to the leaders of the 
section or unit we support.  Let the soldiers talk to the leaders they support.  Let the soldiers associate faces with the 
paperwork they process or equipment they repair.  We should ensure that all of our soldiers are regularly counseled 
on their performance and receive copies of any periodic reports on subjects that they influence. 
 
 How can you use this concept?  We all want our subordinates to perform their jobs well, be very satisfied with 
their work, and have a high amount of internal motivation.  In order to achieve all of these outcomes, our 
subordinates must have a feeling of the importance of their work, their responsibility, and the results of their job.  To 
create this positive feeling, we have to influence the core job dimension of their particular assignments. 
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 How can the leader use this concept?  Just changing the job conditions doesn't help motivate soldiers. To 
motivate, you change the nature of the job to fit the individual and increase the job's intrinsic rewards.  Job redesign, 
however, is not for everyone or for every type of job.  Consider the job and the individual before you recommend a 
job redesign or before you redesign a job.  The chart below shows the benefits which can result from job redesign: 
 
 
 
 IMPLEMENTING CORE JOB  CRITICAL PERSONAL AND 
 CONCEPTS DIMENSIONS PSYCHOLOGICAL WORK OUTCOMES 

   STATES   
 
 
 
 COMBINING SKILL EXPERIENCED HIGH INTERNAL WORK 
 TASKS VARIETY MEANINGFULNESS MOTIVATION 
  OF THE WORK 
  TASK     
 FORMING IDENTITY       
 NATURAL       
 WORK UNITS         
 
 ESTABLISHING      TASK HIGH QUALITY WORK 
 CLIENT        SIGNIFICANCE     PERFORMANCE 
 RELATIONSHIPS  
 
   EXPERIENCED   
 VERTICAL      AUTONOMY RESPONSIBILITY  HIGH SATISFACTION 
 LOADING  FOR OUTCOMES  WITH THE WORK 
  OF THE WORK 
 
 OPENING      FEEDBACK KNOWLEDGE OF         LOW ABSENTEEISM 
 FEEDBACK  THE ACTUAL              AND TURNOVER 
 CHANNELS  RESULTS OF THE  
  WORK 
  ACTIVITIES 
 
 
    
 
 

 
   SUBORDINATE GROWTH  

          NEED STRENGTH  
 
 
 
 
 
 

SUMMARY 
 
 Motivating subordinates to do their jobs well is a major task for any leader.  Motivation gives the soldiers 
the will to do what must be done to accomplish the mission.  You can motivate your subordinates by serving as the 
ethical standard bearer, developing cohesive soldier teams, properly using rewards and punishments, and 
recognizing and satisfying soldier needs, and by serving as positive role models. 
 
 We gain a deeper understanding of motivation through the concepts of equity, expectancy, goal setting and 
job redesign and how they apply to a situation.  These concepts give us a better insight into why people may or may 
not react when you attempt to motivate them.  Each of these concepts should improve your ability to motivate your 
subordinates. 
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PRETEST 
 

1. (3 points)  What are three methods of motivating subordinates? 
 a.  Planning, Organizing, Controlling 
 b.  Cohesiveness, Positive Reinforcement, Rewards 
 c.  Ethical Standard Bearer, Cohesive Soldier Teams, Rewards and Punishment. 
 d.  Negative reinforcement, Attitude Adjustments, Positive Approach 
 
2. (3 points)  This reinforces a positive behavior. 
 a.  Attitude 
 b.  Affiliation 
 c.  Rewards 
 d.  Privileges 
 
3. (3 points)  What approach reduces undesirable behavior? 
 a.  Team Concept 
 b.  Counseling 
 c.  Punishment 
 d.  Leadership 
 
4. (3 points)  This procedure is used when leaders and subordinates work together to identify the tasks 
to be accomplished and the standards for those tasks. 
 a.  Mind setting 
 b.  Objectives 
 c.  Goal Setting 
 d.  Standards 
 
5. (3 points)  The motivation tool which emphasizes caring is 
 a.  Serving as an ethical standard bearer 
 b.  Developing cohesive soldier teams 
 c.  Rewarding and punishing soldiers 
 d.  Serving as and developing role models 
 
6. (3 points)  The underlying concept of all need theories of motivation is that an unsatisfied need 
creates a state of disequilibrium. 
 a.  True 
 b.  False 
 
7. (3 points)  A soldier’s level of commitment decreases when he/she recognizes that the leaders are 
committed to the unit and its goals. 
 a.  True 
 b.  False 
 
 
8. (3 points)  An informal leader 
 a.  Is not part of the chain of command. 
 b.  Is both trusted and respected. 
 c.  Can be a negative role model for peers. 
 d.  All of the above. 
 e.  a and b above. 
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9. (3 points)  Which of the following is an excellent role model?  
 a.  A formal leader. 
 b.  An informal leader. 
 c.  A successful soldier. 
 d.  A positive role model. 
 e.  All of the above. 
 
10. (3 points)  Alderfer’s relatedness factors include 
 a.  Maslow’s physiological, social and security levels. 
 b.  Maslow’s physiological, self-esteem, and security levels. 
 c.  Herzberg’s motivational factors. 
 d.  All of the above. 
 e.  None of the above. 
 
11. (3 points each)  What are the two basic premises of Maslow’s Hierarchy of Needs? 
 a.______________________________________________________________________ 
 b.______________________________________________________________________ 
 
12. (3 points)  In Maslow’s Theory, where do physical needs separate from physical and quasi-physical 
needs:________________________________________________________________ 
 
13. (3 points each)  Describe each of the following terms and identify the theory to which they belong. 
 a.  Theory:_______________________________________________________________ 
 b  Maintenance factors_____________________________________________________ 
__________________________________________________________________________ 
 c  Motivational factors_____________________________________________________ 
__________________________________________________________________________ 
 
14. The expectancy theory is based on four assumptions.  Define expectancy theory and list and define 
each of the four assumptions. 
 a.  (3 points)  Expectancy Theory defined:_________________________________________ 
______________________________________________________________________________ 
 b.  ( 4 points each) Four assumptions and definitions: 
  (1)_____________________________________________________________________ 
______________________________________________________________________________ 
______________________________________________________________________________ 
 
 (2)_____________________________________________________________________ 
_____________________________________________________________________________ 
______________________________________________________________________________ 
  
 (3)_____________________________________________________________________ 
_____________________________________________________________________________ 
_____________________________________________________________________________ 
 
 (4)___________________________________________________________________________
____________________________________________________________________________________
__________________________________________________________________ 
 
15. (3 points each)  The equity theory strategies which have a direct effect upon behavior changes are  
___________________________and ____________________________________. 
 
16. (3 points each)  Basic to the expectancy theory, performance is dependent upon ________ 
and__________________________________________________ 
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17. (3 points) The main assumption of job redesign is that_______________________________ 
______________________________________________________________________________ 
 
18. (3 points each)  The three-core job dimensions which impact directly on the experienced 
meaningfulness of the work the subordinate does are:_________________________________, 
_______________________________, and___________________________________________ 
 
19. (3 points each)  The two-core job dimensions which can impact directly on critical psychological 
states are:________________and ______________________________________. 
 
20. (3 points)  The individual who practices push-ups so that they can achieve a high PT score is and 
example of the _____________________________________________motivation theory. 
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appreciate their leader’s normal way of operat-

ing, and they will assume there is a good reason

the leader is doing things differently this time.

And should the deployment lead to a combat

mission, the team will be better prepared to ac-

complish their mission under fire. Trust is a ba-

sic bond of leadership, and it must be developed

over time.

Direction

1-11. When providing direction, you communi-

cate the way you want the mission accom-

plished. You prioritize tasks, assign

responsibility for completing them (delegating

authority when necessary), and make sure your

people understand the standard. In short, you

figure out how to get the work done right with

the available people, time, and other resources;

then you communicate that information to your

subordinates: “We’ll do these things first. You

people work here; you people work there.” As

you think the job through, you can better aim

your effort and resources at the right targets.

1-12. People want direction. They want to be

given challenging tasks, training in how to ac-

complish them, and the resources necessary to

do them well. Then they want to be left alone to

do the job.

Motivation

1-13. Motivation gives subordinates the will to

do everything they can to accomplish a mission.

It results in their acting on their own initiative

when they see something needs to be done.

1-14. To motivate your people, give them

missions that challenge them. After all, they did

not join the Army to be bored. Get to know your

people and their capabilities; that way you can

tell just how far to push each one. Give them as

much responsibility as they can handle; then let

them do the work without looking over their

shoulders and nagging them. When they suc-

ceed, praise them. When they fall short, give

them credit for what they have done and coach

or counsel them on how to do better next time.

1-15. People who are trained this way will

accomplish the mission, even when no one is

watching. They will work harder than they

thought they could. And when their leader

notices and gives them credit (with something

more than the offhand comment “good job”),

they will be ready to take on even more next

time.

1-16. But Army leaders motivate their people

by more than words. The example you set is at

least as important as what you say and how well

you manage the work. As the unit prepares for

the rollout, the motor sergeant you just read

about is in the motor pool with the mechanics

on Friday night and Saturday morning. If his

people are working in the rain, the NCO’s uni-

form will be wet too. If they have missed break-

fast, the leader’s stomach will be growling just

as loudly. The best leaders lead from the front.

Don’t underestimate the importance of being

where the action is.

OPERATING

1-17. Actions taken to influence others serve to

accomplish operating actions, those actions you

take to achieve the short-term goal of accom-

plishing the mission. The motor sergeant will

make sure the vehicles roll out, on time and

combat ready, through planning and preparing

(laying out the work and making the necessary

arrangements), executing (doing the job), and

assessing (learning how to work smarter next

time). The motor sergeant provides an example

of how direct leaders perform operating actions.

All leaders execute these operating actions,

which become more complex as they assume po-

sitions of increasing responsibility.

IMPROVING

1-18. The motor sergeant’s job is not complete

when the last vehicle clears the gate. While get-

ting the job done is key, the Army also expects

him to do far more than just accomplish the

day’s work. Army leaders also strive to improve

everything entrusted to them: their people, fa-

cilities, equipment, training, and resources.

There will be a new mission, of course, but part

of finishing the old one is improving the

organization.

1-19. After checking to be sure the tools are re-

paired, cleaned, accounted for, and put away,

the motor sergeant conducts an informal after-

action review (AAR) with the section. (An AAR
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ACHIEVING COLLECTIVE

EXCELLENCE

1-80. Some examples of excellence are obvious:

COL Chamberlain’s imaginative defense of Lit-

tle Round Top, GA Dwight Eisenhower drafting

his D-Day message (you’ll read about it in

Chapter 2), MSG Gary Gordon and SFC Ran-

dall Shughart putting their lives on the line to

save other soldiers in Somalia (their story is in

Chapter 3). Those examples of excellence shine,

and good leaders teach these stories; soldiers

must know they are part of a long tradition of

excellence and valor.

1-81. But good leaders see excellence wherever

and whenever it happens. Excellent leaders

make certain all subordinates know the impor-

tant roles they play. Look for everyday exam-

ples that occur under ordinary circumstances:

the way a soldier digs a fighting position, pre-

pares for guard duty, fixes a radio, lays an artil-

lery battery; the way a DA civilian handles an

action, takes care of customers, meets a dead-

line on short notice. Good leaders know that

each of these people is contributing in a small

but important way to the business of the Army.

An excellent Army is the collection of small

tasks done to standard, day in and day out. At

the end of the day, at the end of a career, those

leaders, soldiers and DA civilians—the ones

whose excellent work created an excellent

Army—can look back confidently. Whether

they commanded an invasion armada of

thousands of soldiers or supervised a technical

section of three people, they know they did the

job well and made a difference.

1-82. Excellence in leadership does not mean

perfection; on the contrary, an excellent leader

allows subordinates room to learn from their

mistakes as well as their successes. In such a cli-

mate, people work to improve and take the risks

necessary to learn. They know that when they

fall short—as they will—their leader will pick

them up, give them new or more detailed in-

structions, and send them on their way again.

This is the only way to improve the force, the

only way to train leaders.

1-83. A leader who sets a standard of “zero de-

fects, no mistakes” is also saying “Don’t take

any chances. Don’t try anything you can’t al-

ready do perfectly, and for heaven’s sake, don’t

try anything new.” That organization will not

improve; in fact, its ability to perform the mis-

sion will deteriorate rapidly. Accomplishing the

Army’s mission requires leaders who are imagi-

native, flexible, and daring. Improving the

Army for future missions requires leaders who

are thoughtful and reflective. These qualities

are incompatible with a “zero-defects” attitude.

1-84. Competent, confident leaders tolerate

honest mistakes that do not result from

negligence. The pursuit of excellence is not a

game to achieve perfection; it involves trying,

learning, trying again, and getting better each

time. This in no way justifies or excuses failure.

Even the best efforts and good intentions can-

not take away an individual’s responsibility for

his actions.

SUMMARY

1-85. Leadership in combat is your primary

and most important challenge. It requires you

to accept a set of values that contributes to a

core of motivation and will. If you fail to accept

and live these Army values, your soldiers may

die unnecessarily. Army leaders of character

and competence act to achieve excellence by

developing a force that can fight and win the

nation’s wars and serve the common defense of

the United States. The Army leadership

framework identifies the dimensions of Army

leadership: what the Army expects you, as one

of its leaders, to BE, KNOW, and DO.

1-86. Leadership positions fall into one of three

leadership levels: direct, organizational, and

strategic. The perspective and focus of leaders

change and the actions they must DO become

more complex with greater consequences as

they assume positions of greater responsibility.

Nonetheless, they must still live Army values

and possess leader attributes.
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INFLUENCING

2-113. Army leaders use interpersonal skills to

guide others toward a goal. Direct leaders most

often influence subordinates face to face—such

as when a team leader gives instructions, recog-

nizes achievement, and encourages hard work.

Organizational and strategic leaders also influ-

ence their immediate subordinates and staff

face to face; however, they guide their organiza-

tions primarily by indirect influence. Squad

leaders, for example, know what their division

commander wants, not because the general has

briefed each one personally, but because his

intent is passed through the chain of command.

Influencing actions fall into these categories:

� Communicating involves displaying good

oral, written, and listening skills for indi-

viduals and groups.

� Decision making involves selecting the

line of action intended to be followed as the

one most favorable to the successful

accomplishment of the mission. This in-

volves using sound judgment, reasoning

logically, and managing resources wisely.

� Motivating involves inspiring and guiding

others toward mission accomplishment.

OPERATING

2-114. Operating is what you do to accomplish

the immediate mission, to get the job done on

time and to standard. Operating actions fall

into these categories:

� Planning and preparing involve de-

veloping detailed, executable plans that are

feasible, acceptable, and suitable; arranging

unit support for the exercise or operation;

and conducting rehearsals. During tactical

operations, decision making and planning

are enhanced by two methodologies: the

military decision making process (MDMP)

and the troop leading procedures (TLP).

Battalion and higher echelons follow the

MDMP. Company and lower echelons follow

the TLP. (FM 101-5 discusses the MDMP.)

� Executing involves meeting mission

standards, taking care of people, and effi-

ciently managing resources.

� Assessing involves evaluating the effici-

ency and effectiveness of any system or plan

in terms of its purpose and mission.

2-115. Leaders assess, or judge, performance so

they can determine what needs to be done to

sustain the strong areas and improve weak

ones. This kind of forward thinking is linked to

the last leader action, improving.
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action, and executed it. Where appropriate,

they analyzed and compared different alterna-

tives (Third Squad’s drills). They included their

subordinates in the process, but had the moral

courage to make unpopular decisions (breaking

up the Third Squad clique). Will the platoon do

better the next time out? Probably, but before

then the new leaders will have to assess the re-

sults of their actions to make sure they’re ac-

complishing what the leaders want. There may

be other aspects of this problem that were not

apparent at first. And following this or any pro-

cess doesn’t guarantee success. The process is

only a framework that helps you make a plan

and act. Success depends on your ability to ap-

ply your attributes and skills to influencing and

operating actions.

5-31. Army leaders also make decisions when

they evaluate subordinates, whether it’s with a

counseling statement, an evaluation report, or

evenon-the-spotencouragement.Atan in-ranks

inspection, a new squad leader takes a second

look at a soldier’s haircut—or lack of one. The

squad leader’s first reaction may be to ask, “Did

you get your haircut lately?” But that avoids the

problem. The soldier’s haircut is either to stan-

dard or not—the NCO must decide. The squad

leader either says—without apologizing or danc-

ing around the subject—“You need a haircut” or

else says nothing. Either way, the decision com-

municates the leader’s standard. Looking a sub-

ordinate in the eye and making a necessary

correction is a direct leader hallmark.

MOTIVATING

A unit with a high esprit de corps can

accomplish its mission in spite of seemingly

insurmountable odds.
FM 22-10, 1951

5-32. Recall from Chapter 1 that motivation in-

volves using word and example to give your sub-

ordinates the will to accomplish the mission.

Motivation grows out of people’s confidence in

themselves, their unit, and their leaders. This

confidence is born in hard, realistic training;

it’s nurtured by constant reinforcement and

through the kind of leadership—consistent,

hard, and fair—that promotes trust. Remember

that trust, like loyalty, is a gift your soldiers

give you only when you demonstrate that you

deserve it. Motivation also springs from the

person’s faith in the larger mission of the or-

ganization—a sense of being a part of the big

picture.

Empowering People

5-33. People want to be recognized for the work

they do and want to be empowered. You em-

power subordinates when you train them to do

a job, give them the necessary resources and

authority, get out of their way, and let them

work. Not only is this a tremendous statement

of the trust you have in your subordinates; it’s

one of the best ways to develop them as leaders.

Coach and counsel them, both when they suc-

ceed and when they fail.

Positive Reinforcement

5-34. Part of empowering subordinates is find-

ing out their needs. Talk to your people: find

out what’s important to them, what they want

to accomplish, what their personal goals are.

Give them feedback that lets them know how

they’re doing. Listen carefully so that you know

what they mean, not just what they say. Use

their feedback when it makes sense, and if you

change something in the organization because

of a subordinate’s suggestion, let everyone

know where the good idea came from. Remem-

ber, there’s no limit to the amount of good you

can do as long as you don’t worry about who

gets the credit. Give the credit to those who de-

serve it and you’ll be amazed at the results.

5-35. You recognize subordinates when you

give them credit for the work they do, from a

pat on the back to a formal award or decoration.

Don’t underestimate the power of a few choice

words of praise when a person has done a good

job. Don’t hesitate to give out awards—com-

mendations, letters, certificates—when appro-

priate. (Use good judgment, however. If you

give out a medal for every little thing, pretty

soon the award becomes meaningless. Give an

award for the wrong thing and you show you’re

out of touch.) Napoleon marveled at the motiva-

tional power of properly awarded ribbons and

medals. He once said that if he had enough rib-

bon, he could rule the world.
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5-36. When using rewards, you have many

options. Here are some things to consider:

� Consult the leadership chain for recommen-

dations.

� Choose a reward valued by the person

receiving it, one that appeals to the indi-

vidual’s personal pride. This may be a lo-

cally approved award that’s more respected

than traditional DA awards.

� Use the established system of awards (certi-

ficates, medals, letters of commendation,

driver and mechanic badges) when ap-

propriate. These are recognized throughout

the Army; when a soldier goes to a new unit,

the reward will still be valuable.

� Present the award at an appropriate cere-

mony. Emphasize its importance. Let oth-

ers see how hard work is rewarded.

� Give rewards promptly.

� Praise only good work or honest effort. Giv-

ing praise too freely cheapens its effect.

� Promote people who get the job done and

who influence others to do better work.

� Recognize those who meet the standard and

improve their performance. A soldier who

works hard and raises his score on the

APFT deserves some recognition, even if

the soldier doesn’t achieve the maximum

score. Not everyone can be soldier of the

quarter.

Negative Reinforcement

5-37. Of course, not everyone is going to

perform to standard. In fact, some will require

punishment. Using punishment to motivate a

person away from an undesirable behavior is ef-

fective, but can be tricky. Sound judgment must

guide you when administering punishment.

Consider these guidelines:

� Before you punish a subordinate, make sure

the subordinate understands the reason for

the punishment. In most—although not

all—cases, you’ll want to try to change the

subordinate’s behavior by counseling or

retraining before resulting to punishment.

� Consult your leader or supervisor before

you punish a subordinate. They’ll be aware

of policies you need to consider and may be

able to assist you in changing the subordi-

nate’s behavior.

� Avoid threatening a subordinate with pun-

ishment. Making a threat puts you in the

position of having to deliver on that threat.

In such a situation you may end up punish-

ing because you said you would rather than

because the behavior merits punishment.

This undermines your standing as a leader.

� Avoid mass punishment. Correctly identify

the problem, determine if an individual or

individuals are responsible, and use an

appropriate form of correction.

� With an open mind and without prejudging,

listen to the subordinate’s side of the story.

� Let the subordinate know that it’s the

behavior—not the individual—that is the

problem. “You let the team down” works;

“You’re a loser” sends the wrong message.

� Since people tend to live up to their leader’s

expectations, tell them, “I know you can do

better than that. I expect you to do better

than that.”

� Punish those who are able but unwilling to

perform. Retrain a person who’s unable to

complete a task.

� Respond immediately to undesirable behav-

ior. Investigate fully. Take prompt and pru-

dent corrective action in accordance with

established legal or regulatory procedures.

� Never humiliate a subordinate; avoid public

reprimand.

� Ensure the person knows exactly what be-

havior got the person in trouble.

� Make sure the punishment isn’t excessive

or unreasonable. It’s not only the severity of

punishment that keeps subordinates in line;

it’s the certainty that they can’t get away

with undesirable behavior.

� Control your temper and hold no grudges.

Don’t let your personal feelings interfere;

whether you like or dislike someone has

nothing to do with good order and disci-

pline.

5-38. If you were surprised to find a discussion

of punishment under the section on mo-

tivation, consider this: good leaders are always

on the lookout for opportunities to develop
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subordinates, even the ones who are being pun-

ished. Your people—even the ones who cause

you problems—are still the most important re-

source you have. When a vehicle is broken, you

don’t throw it out; you fix it. If one of your peo-

ple is performing poorly, don’t just get rid of the

person; try to help fix the problem.

OPERATING ACTIONS

5-39. You’re operating when you act to achieve

an immediate objective, when you’re working

to get today’s job done. Although FM 25-100 is

predominantly a training tool, its methodology

applies to a unit’s overall operational effective-

ness. Because operating includes planning, pre-

paring, executing, and assessing (see Figure

5-2), you can use the FM 25-100 principles as a

model for operations other than training.

Sometimes these elements are part of a cycle;

other times they happen simultaneously.

5-40. You’ll often find yourself influencing

after you’ve moved on to operating. In practice,

the nice, neat divisions in this manual are not

clear-cut; you often must handle multiple tasks

requiring different skills at the same time.

(Appendix B lists operating actions and some

indicators of effectiveness.)

PLANNING AND PREPARING

5-41. In peacetime training, in actual

operations, and especially in combat, your job

is to help your organization function

effectively—accomplish the mission—in an

environment that can be chaotic. That begins

with a well thought-out plan and thorough

preparation. A well-trained organization

with a sound plan is much better prepared

than one without a plan. Planning ahead re-

duces confusion, builds subordinates’ confi-

dence in themselves and the organization,

and helps ensure success with a minimum of

wasted effort—or in combat, the minimum

number of casualties. (FM 101-5 discusses

the different types of plans.)

5-42. A plan is a proposal for executing a com-

mand decision or project. Planning begins with

a mission, specified or implied. A specified mis-

sion comes from your boss or from higher head-

quarters. An implied mission results when the

leader, who may be you, sees something within

his area of responsibility that needs to be done

and, on his own initiative, develops a leader

plan of action. (Remember that a problem ex-

ists when you’re not satisfied with the way

things are or the direction they’re heading.) Ei-

ther type of mission contains implied and speci-

fied tasks, actions that must be completed to

accomplish the mission. (FM 101-5 discusses

how the MDMP supports planning.)

Reverse Planning

5-43. When you begin with the goal in mind,

you often will use the reverse planning method.

Start with the question “Where do I want to

end up?” and work backward from there until

you reach “We are here right now.”

5-44. Along the way, determine the basics of

what’s required: who, what, when, where, and

why. You may also want to consider how to ac-

complish the task, although the “how” is
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5-52. In a tactical setting, all leaders must

know the intent of commanders two levels up.

During execution, position yourself to best lead

your people, initiate and control the action, get

others to follow the plan, react to changes, keep

your people focused, and work the team to ac-

complish the goal to standard. A well-trained

organization accomplishes the mission, even

when things go wrong.

5-53. Finally, leaders ensure they and their

subordinate leaders are doing the right jobs.

This goes hand in hand with empowerment. A

company commander doesn’t do a squad

leader’s job. A division chief doesn’t do a branch

chief’s job. A supervisor doesn’t do a team

leader’s job.

Maintaining Standards

5-54. The Army has established standards for

all military activities. Standards are formal, de-

tailed instructions that can be stated, meas-

ured, and achieved. They provide a

performance baseline to evaluate how well a

specific task has been executed. You must

know, communicate and enforce standards. Ex-

plain the ones that apply to your organization

and give your subordinate leaders the authority

to enforce them. Then hold your subordinates

responsible for achieving them.

5-55. Army leaders don’t set the minimum

standards as goals. However, everything can’t

be a number one priority. As an Army leader,

you must exercise judgment concerning which

tasks are most important. Organizations are re-

quired to perform many tasks that are not

mission-related. While some of these are ex-

tremely important, others require only a mini-

mum effort. Striving for excellence in every

area, regardless of how trivial, quickly works an

organization to death. On the other hand, the

fact that a task isn’t a first priority doesn’t ex-

cuse a sloppy performance. Professional sol-

diers accomplish all tasks to standard.

Competent leaders make sure the standard fits

the task’s importance.

Setting Goals

5-56. The leader’s ultimate goal—your

ultimate goal—is to train the organization to

succeed in its wartime mission. Your daily work

includes setting intermediate goals to get the

organization ready. Involve your subordinates

in goal setting. This kind of cooperation fosters

trust and makes the best use of subordinates’

talents. When developing goals, consider these

points:

� Goals must be realistic, challenging, and at-

tainable.

� Goals should lead to improved combat

readiness.

� Subordinates ought to be involved in the

goal setting.

� Leaders develop a plan of action to achieve

each goal.

ASSESSING

Schools and their training offer better ways to

do things, but only through experience are we

able to capitalize on this learning. The process of

profiting from mistakes becomes a milestone in

learning to become a more efficient soldier.

Former Sergeant Major of the Army

William G. Bainbridge

5-57. Setting goals and maintaining standards

are central to assessing mission accom-

plishment. Whenever you talk about accom-

plishing the mission, always include the phrase

“to standard.” When you set goals for your

subordinates, make sure they know what the

standards are. To use a simple example, the

goal might be “All unit members will pass the

APFT.” The APFT standard tells you, for each

exercise, how many repetitions are required in

how much time, as well as describing a proper

way to do the exercise.

5-58. Also central to assessing is spot checking.

Army leaders check things: people, perform-

ance, equipment, resources. They check things

to ensure the organization is meeting standards

and moving toward the goals the leader has es-

tablished. Look closely; do it early and often; do

it both before and after the fact. Praise good

performance and figure out how to fix poor per-

formance. Watch good first sergeants or com-

mand sergeants major as they go through the

mess line at the organizational dining facility.

They pick up the silverware and run their fin-

gers over it—almost unconsciously—checking
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APPENDIX D 

Student Handouts 

This Appendix 
Contains 

This appendix contains the items listed in this table-- 

Title/Synopsis Page 
SH-1, Advance Sheet SH-1-1 
SH-2, Extracts from FM 22-100, Army Leadership SH-2-1  
SH-3, Extract from 5 CFR 2635, Standards of Ethical 
Conduct for Employees of the Executive Branch 

SH-3-1 



SH-1-1 

Student Handout 1 

Advance Sheet 

Overview This lesson uses a case study approach.  As a leader faced with a situation which 
requires you to make an ethical decision, you are called upon to resolve the 
situation by using sound reasoning and judgment in the application of the Ethical 
Reasoning Process. 

Learning 
Objective 

Terminal Learning Objective (TLO): 

Action: Resolve an ethical problem at the small unit level 
Conditions: As a leader, given an in-class case study, in-class discussion 

and class notes. 

Standards: Resolved the ethical problem by using sound reasoning and 
judgment in the application of the Ethical Reasoning Process 
as evidenced by selecting the correct course of action during 
the instructor led practical exercise. 

ELO A Define the ethical problem. 

ELO B Identify applicable laws and regulations. 

ELO C Develop and evaluate courses of action. 

ELO D Choose the course of action that best represents Army values. 

Assignment Read:
�� Student Handout 1 thru 3. 
�� PE-1, Case Study 

Additional 
Subject Area 
Resources 

None

Bring to Class �� Student Handout 1 thru 3 
�� PE-1, Case Study 
�� Pen or pencil and writing paper 



SH-2-1

Student Handout 2 

Extracts from FM 22-100, Army Leadership 

This Student 
Handout Contains 

This student handout contains pages of extracted material from FM 22-100, Army 
Leadership. 

(Reading/Study) Requirement Pages 
Chapter 2, The Leader and Leadership:  What the Leader Must 
Be, Know, and Do 

2-1 thru 2-28 

Chapter 4, Direct Leadership Skills: Ethical Reasoning 4-8 and 4-9 
Appendix D, A Leader Plan of Action and the ECAS D-1 thru D-5 

Disclaimer:  The training developer downloaded this extract from 
http://155.217.58.58/atdls.htm.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing Style 
Program. 
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CHAPTER 2

The Leader and Leadership:
What the Leader Must Be, Know, and Do

I do solemnly swear (or affirm) that I will support and defend the Constitution of the United
States against all enemies, foreign and domestic; that I will bear true faith and allegiance to
the same; and that I will obey the orders of the President of the United States and the orders of
the officers appointed over me, according to regulations and the Uniform Code of Military
Justice. So help me God.

Oath of Enlistment

I [full name], having been appointed a [rank] in the United States Army, do solemnly swear
(or affirm) that I will support and defend the Constitution of the United States against all
enemies, foreign and domestic; that I will bear true faith and allegiance to the same; that I
take this obligation freely, without any mental reservation or purpose of evasion, and that I
will well and faithfully discharge the duties of the office upon which I am about to enter. So
help me God.

Oath of office taken by commissioned officers and DA civilians

2-1. Beneath the Army leadership framework

shown in Figure 1-1, 30 words spell out your job

as a leader: Leaders of character and com-

petence act to achieve excellence by

developing a force that can fight and win

the nation’s wars and serve the common

defense of the United States. There’s a lot

in that sentence. This chapter looks at it in

detail.

2-2. Army leadership doctrine addresses what

makes leaders of character and competence and

what makes leadership. Figure 2-1 highlights

these values and attributes. Remember from

Chapter 1 that character describes what leaders

must BE; competence refers to what leaders

must KNOW; and action is what leaders must

DO. Although this chapter discusses these con-

cepts one at a time, they don’t stand alone; they

are closely connected and together make up

who you seek to be (a leader of character and

competence) and what you need to do (leader-

ship).
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SECTION I

CHARACTER: WHAT A LEADER MUST BE

Everywhere you look—on the fields of athletic competition, in combat training, operations,
and in civilian communities—soldiers are doing what is right.

Former Sergeant Major of the Army
Julius W. Gates

2-3. Character—who you are—contributes sig-

nificantly to how you act. Character helps you

know what’s right and do what’s right, all the

time and at whatever the cost. Character is

made up of two interacting parts: values and at-

tributes. Stephen Ambrose, speaking about the

Civil War, says that “at the pivotal point in the

war it was always the character of individuals

that made the difference.” Army leaders must

be those critical individuals of character them-

selves and in turn develop character in those

they lead. (Appendix E discusses character de-

velopment.)

ARMY VALUES

2-4. Your attitudes about the worth of people,

concepts, and other things describe your values.

Everything begins there. Your subordinates en-

ter the Army with their own values, developed

in childhood and nurtured through experience.

All people are all shaped by what they’ve seen,

what they’ve learned, and whom they’ve met.

But when soldiers and DA civilians take the

oath, they enter an institution guided by Army

values. These are more than a system of rules.

They’re not just a code tucked away in a drawer

or a list in a dusty book. These values tell you

what you need to be, every day, in every action

you take. Army values form the very identity of

the Army, the solid rock upon which everything

else stands, especially in combat. They are the

glue that binds together the members of a noble

profession. As a result, the whole is much

greater than the sum of its parts. Army values

are nonnegotiable: they apply to everyone and

in every situation throughout the Army.

2-5. Army values remind us and tell the rest of

the world—the civilian government we serve,

the nation we protect, even our enemies—who

we are and what we stand for. The trust soldiers

and DA civilians have for each other and the

trust the American people have in us depends

on how well we live up to Army values. They are

the fundamental building blocks that enable us

to discern right from wrong in any situation.

Army values are consistent; they support one

another. You can’t follow one value and ignore

another.

2-6. Here are the Army values that guide you,

the leader, and the rest of the Army. They form

the acronym LDRSHIP:
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What the Leader Must Be, Know, and Do

to Achieve Excellenceto Achieve Excellence

THE LEADERTHE LEADER

of Characterof Characterand Competence Acts...

Loyalty

Duty

Respect

Selfless Service

Honor

Integrity

Personal Courage

“Know” “Do”

S
K

IL
L

S

A
C

T
IO

N
S

A
T

T
R

IB
U

T
E

S

Figure 2-1. Army Values



L������

D���

R��	�
�

S������� ����
�

H���

I�������

P������� ��	��
�

2-7. The following discussions can help you un-

derstand Army values, but understanding is

only the first step. As a leader, you must not

only understand them; you must believe in

them, model them in your own actions, and

teach others to accept and live by them.

LOYALTY

Bear true faith and allegiance to the US

Constitution, the Army, your unit,

and other soldiers.

Loyalty is the big thing, the greatest battle asset

of all. But no man ever wins the loyalty of troops

by preaching loyalty. It is given to him as he

proves his possession of the other virtues.

Brigadier General S. L. A. Marshall
Men Against Fire

2-8. Since before the founding of the republic,

the Army has respected its subordination to its

civilian political leaders. This subordination is

fundamental to preserving the liberty of all

Americans. You began your Army career by

swearing allegiance to the Constitution, the ba-

sis of our government and laws. If you’ve never

read it or if it has been a while, the Constitution

is in Appendix F. Pay particular attention to Ar-

ticle I, Section 8, which outlines congressional

responsibilities regarding the armed forces, and

Article II, Section 2, which designates the presi-

dent as commander in chief. Beyond your alle-

giance to the Constitution, you have an

obligation to be faithful to the Army—the insti-

tution and its people—and to your unit or or-

ganization. Few examples illustrate loyalty to

country and institution as well as the example

of GEN George Washington in 1782.

2-9. GEN Washington’s example shows how

the obligation to subordinates and peers fits in

the context of loyalty to the chain of command

and the institution at large. As commander of

the Continental Army, GEN Washington was

obligated to see that his soldiers were taken

care of. However, he also was obligated to

ensure that the new nation remained secure

and that the Continental Army remained able

to fight if necessary. If the Continental Army

had marched on the seat of government, it may

well have destroyed the nation by undermining

the law that held it together. It also would have

destroyed the Army as an institution by de-

stroying the basis for the authority under

which it served. GEN Washington realized

these things and acted based on his knowledge.

Had he done nothing else, this single act would

have been enough to establish GEN George

Washington as the father of his country.
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GEN Washington at Newburgh

Following its victory at Yorktown in 1781, the Continental Army set up camp at Newburgh, New
York, to wait for peace with Great Britain. The central government formed under the Articles of
Confederation proved weak and unwilling to supply the Army properly or even pay the soldiers who
had won the war for independence. After months of waiting many officers, angry and impatient,
suggested that the Army march on the seat of government in Philadelphia, Pennsylvania, and force
Congress to meet the Army’s demands. One colonel even suggested that GEN Washington become
King George I.

Upon hearing this, GEN Washington assembled his officers and publicly and emphatically rejected
the suggestion. He believed that seizing power by force would have destroyed everything for which the
Revolutionary War had been fought. By this action, GEN Washington firmly established an enduring
precedent: America’s armed forces are subordinate to civilian authority and serve the democratic
principles that are now enshrined in the Constitution. GEN Washington’s action demonstrated the
loyalty tocountry that theArmy must maintain inorder toprotect the freedom enjoyed byallAmericans.



2-10. Loyalty is a two-way street: you should

not expect loyalty without being prepared to

give it as well. Leaders can neither demand loy-

alty nor win it from their people by talking

about it. The loyalty of your people is a gift they

give you when, and only when, you deserve

it—when you train them well, treat them fairly,

and live by the concepts you talk about. Leaders

who are loyal to their subordinates never let

them be misused.

2-11. Soldiers fight for each other—loyalty is

commitment. Some of you will encounter the

most important way of earning this loyalty:

leading your soldiers well in combat. There’s no

loyalty fiercer than that of soldiers who trust

their leader to take them through the dangers

of combat. However, loyalty extends to all mem-

bers of an organization—to your superiors and

subordinates, as well as your peers.

2-12. Loyalty extends to all members of all

components of the Army. The reserve compo-

nents—Army National Guard and Army Re-

serve—play an increasingly active role in the

Army’s mission. Most DA civilians will not be

called upon to serve in combat theaters, but

their contributions to mission accomplishment

are nonetheless vital. As an Army leader, you’ll

serve throughout your career with soldiers of

the active and reserve components as well as

DA civilians. All are members of the same team,

loyal to one another.

DUTY

Fulfill your obligations.

The essence of duty is acting in the absence of

orders or direction from others, based on an

inner sense of what is morally and

professionally right....
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2-13. Duty begins with everything required of

you by law, regulation, and orders; but it

includes much more than that. Professionals do

their work not just to the minimum standard,

but to the very best of their ability. Soldiers and

DA civilians commit to excellence in all aspects

of their professional responsibility so that when

the job is done they can look back and say, “I

couldn’t have given any more.”

2-14. Army leaders take the initiative, figuring

out what needs to be done before being told

what to do. What’s more, they take full respon-

sibility for their actions and those of their subordi-

nates. Army leaders never shade the truth to

make the unit look good—or even to make their

subordinates feel good. Instead, they follow their

higher duty to the Army and the nation.

2-15. CPT McConnell understood and fulfilled

her duty to the Army and to the soldiers she

supported in ways that went beyond her medi-

cal training. A leader’s duty is to take charge,

even in unfamiliar circumstances. But duty

isn’t reserved for special occasions. When a pla-

toon sergeant tells a squad leader to inspect

weapons, the squad leader has fulfilled his

minimum obligation when he has checked the

weapons. He’s done what he was told to do. But

if the squad leader finds weapons that are not

clean or serviced, his sense of duty tells him to

go beyond the platoon sergeant’s instructions.

The squad leader does his duty when he cor-

rects the problem and ensures the weapons are

up to standard.

2-4 FM 22-100

What the Leader Must Be, Know, and Do

Duty in Korea

CPT Viola B. McConnell was the only Army nurse on duty in Korea in July of 1950. When
hostilities broke out, she escorted nearly 700 American evacuees from Seoul to Japan aboard a
freighter designed to accommodate only 12 passengers. CPT McConnell assessed priorities for care
of the evacuees and worked exhaustively with a medical team to care for them. Once in Japan, she
requested reassignment back to Korea. After all she had already done, CPT McConnell returned to
Taejon to care for and evacuate wounded soldiers of the 24th Infantry Division.



2-16. In extremely rare cases, you may receive

an illegal order. Duty requires that you refuse

to obey it. You have no choice but to do what’s

ethically and legally correct. Paragraphs 2-97

through 2-99 discuss illegal orders.

RESPECT

Treat people as they should be treated.

The discipline which makes the soldiers of a free

country reliable in battle is not to be gained by

harsh or tyrannical treatment. On the contrary,

such treatment is far more likely to destroy than

to make an army. It is possible to impart

instruction and to give commands in such

manner and such a tone of voice to inspire in the

soldier no feeling but an intense desire to obey,

while the opposite manner and tone of voice

cannot fail to excite strong resentment and a

desire to disobey. The one mode or the other of

dealing with subordinates springs from a

corresponding spirit in the breast of the

commander. He who feels the respect which is

due to others cannot fail to inspire in them

regard for himself, while he who feels, and

hence manifests, disrespect toward others,

especially his inferiors, cannot fail to inspire

hatred against himself.
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2-17. Respect for the individual forms the basis

for the rule of law, the very essence of what

makes America. In the Army, respect means

recognizing and appreciating the inherent dig-

nity and worth of all people. This value reminds

you that your people are your greatest resource.

Army leaders honor everyone’s individual

worth by treating all people with dignity and

respect.

2-18. As America becomes more culturally

diverse, Army leaders must be aware that they

will deal with people from a wider range of eth-

nic, racial, and religious backgrounds. Effective

leaders are tolerant of beliefs different from

their own as long as those beliefs don’t conflict

with Army values, are not illegal, and are not

unethical. As an Army leader, you need to avoid

misunderstandings arising from cultural

differences. Actively seeking to learn about peo-

ple and cultures different from your own can

help you do this. Being sensitive to other cul-

tures can also aid you in counseling your people

more effectively. You show respect when you

seek to understand your people’s background,

see things from their perspective, and appreci-

ate what’s important to them.

2-19. As an Army leader, you must also foster

a climate in which everyone is treated with

dignity and respect regardless of race, gender,

creed, or religious belief. Fostering this cli-

mate begins with your example: how you live

Army values shows your people how they

should live them. However, values training is

another major contributor. Effective training

helps create a common understanding of

Army values and the standards you expect.

When you conduct it as part of your regular

routine—such as during developmental coun-

seling sessions—you reinforce the message

that respect for others is part of the character

of every soldier and DA civilian. Combined

with your example, such training creates an

organizational climate that promotes consid-

eration for others, fairness in all dealings, and

equal opportunity. In essence, Army leaders

treat others as they wish to be treated.

2-20. As part of this consideration, leaders cre-

ate an environment in which subordinates are

challenged, where they can reach their full po-

tential and be all they can be. Providing tough

training doesn’t demean subordinates; in fact,

building their capabilities and showing faith in

their potential is the essence of respect. Effective

leaders take the time to learn what their subor-

dinates want to accomplish. They advise their

people on how they can grow, personally and

professionally. Not all of your subordinates will

succeed equally, but they all deserve respect.

2-21. Respect is also an essential component

for the development of disciplined, cohesive,

and effective warfighting teams. In the deadly

confusion of combat, soldiers often overcome

incredible odds to accomplish the mission and

protect the lives of their comrades. This spirit of

selfless service and duty is built on a soldier’s

personal trust and regard for fellow soldiers. A

leader’s willingness to tolerate discrimination
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or harassment on any basis, or a failure to culti-

vate a climate of respect, eats away at this trust

and erodes unit cohesion. But respect goes be-

yond issues of discrimination and harassment;

it includes the broader issue of civility, the way

people treat each other and those they come in

contact with. It involves being sensitive to di-

versity and one’s own behaviors that others

may find insensitive, offensive, or abusive. Sol-

diers and DA civilians, like their leaders, treat

everyone with dignity and respect.

SELFLESS SERVICE

Put the welfare of the nation, the Army,

and subordinates before your own.

The nation today needs men who think in terms

of service to their country and not in terms of

their country’s debt to them.

General of the Army Omar N. Bradley

2-22. You have often heard the military

referred to as “the service.” As a member of the

Army, you serve the United States. Selfless

service means doing what’s right for the nation,

the Army, your organization, and your peo-

ple—and putting these responsibilities above

your own interests. The needs of the Army and

the nation come first. This doesn’t mean that

you neglect your family or yourself; in fact, such

neglect weakens a leader and can cause the

Army more harm than good. Selfless service

doesn’t mean that you can’t have a strong ego,

high self-esteem, or even healthy ambition.

Rather, selfless service means that you don’t

make decisions or take actions that help your

image or your career but hurt others or sabo-

tage the mission. The selfish superior claims

credit for work his subordinates do; the selfless

leader gives credit to those who earned it. The

Army can’t function except as a team, and for a

team to work, the individual has to give up self-

interest for the good of the whole.

2-23. Soldiers are not the only members of the

Army who display selfless service. DA civilians

display this value as well. Then Army Chief of

Staff, Gordon R. Sullivan assessed the DA civil-

ian contribution to Operation Desert Storm

this way:

Not surprisingly, most of the civilians deployed

to Southwest Asia volunteered to serve there.

But the civilian presence in the Gulf region

meant more than moral support and filling in

for soldiers. Gulf War veterans say that many of

the combat soldiers could owe their lives to the

DA civilians who helped maintain equipment by

speeding up the process of getting parts and

other support from 60 logistics agencies

Army-wide.

2-24. As GEN Sullivan’s comment indicates,

selfless service is an essential component of

teamwork. Team members give of themselves

so that the team may succeed. In combat some

soldiers give themselves completely so that

their comrades can live and the mission can be

accomplished. But the need for selflessness

isn’t limited to combat situations. Re-

quirements for individuals to place their own

needs below those of their organization can oc-

cur during peacetime as well. And the re-

quirement for selflessness doesn’t decrease

with one’s rank; it increases. Consider this ex-

ample of a soldier of long service and high rank

who demonstrated the value of selfless service.
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2-23. Soldiers are not the only members of the
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display this value as well. Then Army Chief of

Staff, Gordon R. Sullivan assessed the DA civil-

ian contribution to Operation Desert Storm

this way:

Not surprisingly, most of the civilians deployed
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meant more than moral support and filling in

for soldiers. Gulf War veterans say that many of

the combat soldiers could owe their lives to the
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so that the team may succeed. In combat some

soldiers give themselves completely so that

their comrades can live and the mission can be

accomplished. But the need for selflessness

isn’t limited to combat situations. Re-

quirements for individuals to place their own

needs below those of their organization can oc-

cur during peacetime as well. And the re-
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What the Leader Must Be, Know, and Do

GA Marshall Continues to Serve

GA George C. Marshall served as Army Chief of Staff from 1939 until 1945. He led the Army
through the buildup, deployment, and worldwide operations of World War II. Chapter 7 outlines some
of his contributions to the Allied victory. In November 1945 he retired to a well-deserved rest at his
home in Leesburg, Virginia. Just six days later President Harry S Truman called on him to serve as
Special Ambassador to China. From the White House President Truman telephoned GA Marshall at
his home: “General, I want you to go to China for me,” the president said. “Yes, Mr. President,” GA
Marshall replied. He then hung up the telephone, informed his wife of the president’s request and his
reply, and prepared to return to government service.



2-25. When faced with a request to solve a diffi-

cult problem in an overseas theater after six

years of demanding work, GA Marshall didn’t

say, “I’ve been in uniform for over thirty years,

we just won a world war, and I think I’ve done

enough.” Instead, he responded to his com-

mander in chief the only way a professional

could. He said yes, took care of his family, and

prepared to accomplish the mission. After a

year overseas, when faced with a similar ques-

tion, he gave the same answer. GA Marshall al-

ways placed his country’s interests first and his

own second. Army leaders who follow his exam-

ple do the same.

HONOR

Live up to all the Army values.

What is life without honor? Degradation is

worse than death.

Lieutenant General Thomas J. “Stonewall” Jackson

2-26. Honor provides the “moral compass” for

character and personal conduct in the Army.

Though many people struggle to define the

term, most recognize instinctively those with a

keen sense of right and wrong, those who live

such that their words and deeds are above re-

proach. The expression “honorable person,”

therefore, refers to both the character traits an

individual actually possesses and the fact that

the community recognizes and respects them.

2-27. Honor holds Army values together while

at the same time being a value itself. Together,

Army values describe the foundation essential

to develop leaders of character. Honor means

demonstrating an understanding of what’s

right and taking pride in the community’s

acknowledgment of that reputation. Military

ceremonies recognizing individual and unit

achievement demonstrate and reinforce the im-

portance the Army places on honor.

2-28. For you as an Army leader, demon-

strating an understanding of what’s right and

taking pride in that reputation means this:

Live up to all the Army values. Implicitly,

that’s what you promised when you took your

oath of office or enlistment. You made this

promise publicly, and the standards—Army

values—are also public. To be an honorable per-

son, you must be true to your oath and live

Army values in all you do. Living honorably

strengthens Army values, not only for yourself

but for others as well: all members of an organi-

zation contribute to the organization’s climate

(which you’ll read about in Chapter 3). By what

they do, people living out Army values contrib-

ute to a climate that encourages all members of

the Army to do the same.

2-29. How you conduct yourself and meet your

obligations defines who you are as a person;

how the Army meets the nation’s commitments

defines the Army as an institution. For you as

an Army leader, honor means putting Army

values above self-interest, above career and

comfort. For all soldiers, it means putting Army

values above self-preservation as well. This

honor is essential for creating a bond of trust

among members of the Army and between the

Army and the nation it serves. Army leaders

have the strength of will to live according to

Army values, even though the temptations to

do otherwise are strong, especially in the face of

personal danger. The military’s highest award

is the Medal of Honor. Its recipients didn’t do
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GA Marshall Continues to Serve (continued)

President Truman didn’t appoint GA Marshall a special ambassador to reward his faithful service;
he appointed GA Marshall because there was a tough job in China that needed to be done. The
Chinese communists under Mao Tse-tung were battling the Nationalists under Chiang Kai-shek, who
had been America’s ally against the Japanese; GA Marshall’s job was to mediate peace between
them. In the end, he was unsuccessful in spite of a year of frustrating work; the scale of the problem
was more than any one person could handle. However, in January 1947 President Truman appointed
GA Marshall Secretary of State. The Cold War had begun and the president needed a leader
Americans trusted. GA Marshall’s reputation made him the one; his selflessness led him to continue
to serve.



just what was required of them; they went be-

yond the expected, above and beyond the call of

duty. Some gave their own lives so that others

could live. It’s fitting that the word we use to

describe their achievements is “honor.”

2-30. No one will ever know what was running

through the minds of MSG Gordon and SFC

Shughart as they left the comparative safety of

their helicopter to go to the aid of the downed

aircrew. The two NCOs knew there was no

ground rescue force available, and they

certainly knew there was no going back to their

helicopter. They may have suspected that

things would turn out as they did; nonetheless,

they did what they believed to be the right

thing. They acted based on Army values, which

they had clearly made their own: loyalty to their

fellow soldiers; the duty to stand by them, re-

gardless of the circumstances; the personal

courage to act, even in the face of great danger;

selfless service, the willingness to give their all.

MSG Gary I. Gordon and SFC Randall D.

Shughart lived Army values to the end; they

were posthumously awarded Medals of Honor.

INTEGRITY

Do what’s right—legally and morally.

The American people rightly look to their

military leaders not only to be skilled in the

technical aspects of the profession of arms, but

also to be men of integrity.

General J. Lawton Collins
Former Army Chief of Staff

2-31. People of integrity consistently act

according to principles—not just what might

work at the moment. Leaders of integrity make

their principles known and consistently act in

accordance with them. The Army requires lead-

ers of integrity who possess high moral stan-

dards and are honest in word and deed. Being

honest means being truthful and upright all the

time, despite pressures to do otherwise. Having

integrity means being both morally complete

and true to yourself. As an Army leader, you’re

honest to yourself by committing to and consis-

tently living Army values; you’re honest to oth-

ers by not presenting yourself or your actions as

anything other than what they are. Army lead-

ers say what they mean and do what they say. If

you can’t accomplish a mission, inform your

chain of command. If you inadvertently pass on

bad information, correct it as soon as you find

out it’s wrong. People of integrity do the right

thing not because it’s convenient or because
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MSG Gordon and SFC Shughart in Somalia

During a raid in Mogadishu in October 1993, MSG Gary Gordon and SFC Randall Shughart,
leader and member of a sniper team with Task Force Ranger in Somalia, were providing precision
and suppressive fires from helicopters above two helicopter crash sites. Learning that no ground
forces were available to rescue one of the downed aircrews and aware that a growing number of
enemy were closing in on the site, MSG Gordon and SFC Shughart volunteered to be inserted to
protect their critically wounded comrades. Their initial request was turned down because of the
danger of the situation. They asked a second time; permission was denied. Only after their third
request were they inserted.

MSG Gordon and SFC Shughart were inserted one hundred meters south of the downed
chopper. Armed only with their personal weapons, the two NCOs fought their way to the downed fliers
through intense small arms fire, a maze of shanties and shacks, and the enemy converging on the
site. After MSG Gordon and SFC Shughart pulled the wounded from the wreckage, they established a
perimeter, put themselves in the most dangerous position, and fought off a series of attacks. The two
NCOs continued to protect their comrades until they had depleted their ammunition and were
themselves fatally wounded. Their actions saved the life of an Army pilot.



they have no choice. They choose the right

thing because their character permits no less.

Conducting yourself with integrity has three

parts:

� Separating what’s right from what’s wrong.

� Always acting according to what you know

to be right, even at personal cost.

� Saying openly that you’re acting on your

understanding of right versus wrong.

2-32. Leaders can’t hide what they do: that’s

why you must carefully decide how you act. As

an Army leader, you’re always on display. If you

want to instill Army values in others, you must

internalize and demonstrate them yourself.

Your personal values may and probably do ex-

tend beyond the Army values, to include such

things as political, cultural, or religious beliefs.

However, if you’re to be an Army leader and a

person of integrity, these values must reinforce,

not contradict, Army values.

2-33. Any conflict between your personal

values and Army values must be resolved before

you can become a morally complete Army

leader. You may need to consult with someone

whose values and judgment you respect. You

would not be the first person to face this issue,

and as a leader, you can expect others to come

to you, too. Chapter 5 contains the story of how

SGT Alvin York and his leaders confronted and

resolved a conflict between SGT York’s per-

sonal values and Army values. Read it and re-

flect on it. If one of your subordinates asks you

to help resolve a similar conflict, you must be

prepared by being sure your own values align

with Army values. Resolving such conflicts is

necessary to become a leader of integrity.

PERSONAL COURAGE

Face fear, danger, or adversity

(physical or moral).

The concept of professional courage does not

always mean being as tough as nails either. It

also suggests a willingness to listen to the

soldiers’ problems, to go to bat for them in a

tough situation, and it means knowing just how

far they can go. It also means being willing to

tell the boss when he’s wrong.

Former Sergeant Major of the Army William Connelly

2-34. Personal courage isn’t the absence of

fear; rather, it’s the ability to put fear aside and

do what’s necessary. It takes two forms, physi-

cal and moral. Good leaders demonstrate both.

2-35. Physical courage means overcoming fears

of bodily harm and doing your duty. It’s the

bravery that allows a soldier to take risks in

combat in spite of the fear of wounds or death.

Physical courage is what gets the soldier at Air-

borne School out the aircraft door. It’s what al-

lows an infantryman to assault a bunker to save

his buddies.

2-36. In contrast, moral courage is the willing-

ness to stand firm on your values, principles, and

convictions—even when threatened. It enables

leaders to stand up for what they believe is right,

regardless of the consequences. Leaders who

take responsibility for their decisions and ac-

tions, even when things go wrong, display moral

courage. Courageous leaders are willing to look

critically inside themselves, consider new ideas,

and change what needs changing.

2-37. Moral courage is sometimes overlooked,

both in discussions of personal courage and in

the everyday rush of business. A DA civilian at a

meeting heard courage mentioned several times

in the context of combat. The DA civilian pointed

out that consistent moral courage is every bit as

important as momentary physical courage.

Situations requiring physical courage are rare;

situationsrequiringmoralcouragecanoccurfre-

quently. Moral courage is essential to living the

Army values of integrity and honor every day.

2-38. Moral courage often expresses itself as

candor. Candor means being frank, honest, and

sincere with others while keeping your words

free from bias, prejudice, or malice. Candor

means calling things as you see them, even

when it’s uncomfortable or you think it might

be better for you to just keep quiet. It means

not allowing your feelings to affect what you

say about a person or situation. A candid com-

pany commander calmly points out the first

sergeant’s mistake. Likewise, the candid first
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sergeant respectfully points out when the com-

pany commander’s pet project isn’t working

and they need to do something different. For

trust to exist between leaders and subordi-

nates, candor is essential. Without it, subordi-

nates won’t know if they’ve met the standard

and leaders won’t know what’s going on.

2-39. In combat physical and moral courage

may blend together. The right thing to do may

not only be unpopular, but dangerous as well.

Situations of that sort reveal who’s a leader of

character and who’s not. Consider this

example.

LEADER ATTRIBUTES

Leadership is not a natural trait, something inherited like the color of eyes or
hair…Leadership is a skill that can be studied, learned, and perfected by practice.

The Noncom’s Guide, 1962

2-40. Values tell us part of what the leader

must BE; the other side of what a leader must

BE are the attributes listed in Figure 2-2.

Leader attributes influence leader actions;

leader actions, in turn, always influence the

unit or organization. As an example, if you’re

physically fit, you’re more likely to inspire your

subordinates to be physically fit.

2-41. Attributes are a person’s fundamental

qualities and characteristics. People are born

with some attributes; for instance, a person’s

genetic code determines eye, hair, and skin

color. However, other attributes—including

leader attributes—are learned and can be

changed. Leader attributes can be characterized

as mental, physical, and emotional. Successful

leaders work to improve those attributes.
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Figure 2-2. Leader Attributes

WO1 Thompson at My Lai

Personal courage—whether physical, moral, or a combination of the two—may be manifested in
a variety of ways, both on and off the battlefield. On March 16, 1968 Warrant Officer (WO1) Hugh C.
Thompson Jr. and his two-man crew were on a reconnaissance mission over the village of My Lai,
Republic of Vietnam. WO1 Thompson watched in horror as he saw an American soldier shoot an
injured Vietnamese child. Minutes later, when he observed American soldiers advancing on a number
of civilians in a ditch, WO1 Thompson landed his helicopter and questioned a young officer about
what was happening on the ground. Told that the ground action was none of his business, WO1
Thompson took off and continued to circle the area.

When it became apparent that the American soldiers were now firing on civilians, WO1
Thompson landed his helicopter between the soldiers and a group of 10 villagers who were headed
for a homemade bomb shelter. He ordered his gunner to train his weapon on the approaching
American soldiers and to fire if necessary. Then he personally coaxed the civilians out of the shelter
and airlifted them to safety. WO1 Thompson’s radio reports of what was happening were instrumental
in bringing about the cease-fire order that saved the lives of more civilians. His willingness to place
himself in physical danger in order to do the morally right thing is a sterling example of personal
courage.



MENTAL ATTRIBUTES

2-42. The mental attributes of an Army leader

include will, self-discipline, initiative, judg-

ment, self-confidence, intelligence, and cultural

awareness.

Will

The will of soldiers is three times more

important than their weapons.
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2-43. Will is the inner drive that compels sol-

diers and leaders to keep going when they are

exhausted, hungry, afraid, cold, and

wet—when it would be easier to quit. Will en-

ables soldiers to press the fight to its conclu-

sion. Yet will without competence is useless.

It’s not enough that soldiers are willing, or

even eager, to fight; they must know how to

fight. Likewise, soldiers who have compe-

tence but no will don’t fight. The leader’s

task is to develop a winning spirit by building

their subordinates’ will as well as their skill.

That begins with hard, realistic training.

2-44. Will is an attribute essential to all mem-

bers of the Army. Work conditions vary among

branches and components, between those de-

ployed and those closer to home. In the Army,

personal attitude must prevail over any adverse

external conditions. All members of the

Army—active, reserve, and DA civilian—will

experience situations when it would be easier to

quit rather than finish the task at hand. At

those times, everyone needs that inner drive to

press on to mission completion.

2-45. It’s easy to talk about will when things go

well. But the test of your will comes when

things go badly— when events seem to be out of

control, when you think your bosses have

forgotten you, when the plan doesn’t seem to

work and it looks like you’re going to lose. It’s

then that you must draw on your inner reserves

to persevere—to do your job until there’s

nothing left to do it with and then to remain

faithful to your people, your organization, and

your country. The story of the American and

Filipino stand on the Bataan Peninsula and

their subsequent captivity is one of individuals,

leaders, and units deciding to remain true to

the end—and living and dying by that decision.
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The Will to Persevere

On 8 December 1941, hours after the attack on Pearl Harbor, Japanese forces attacked the
American and Filipino forces defending the Philippines. With insufficient combat power to launch a
counterattack, GEN Douglas MacArthur, the American commander, ordered his force to consolidate
on the Bataan Peninsula and hold as long as possible. Among his units was the 12th Quartermaster
(QM) Regiment, which had the mission of supporting the force.

Completely cut off from outside support, the Allies held against an overwhelming Japanese army
for the next three and a half months. Soldiers of the 12th QM Regiment worked in the debris of
warehouses and repair shops under merciless shelling and bombing, fighting to make the meager
supplies last. They slaughtered water buffaloes for meat, caught fish with traps they built themselves,
and distilled salt from sea water. In coffeepots made from oil drums they boiled and reboiled the tiny
coffee supply until the grounds were white. As long as an ounce of food existed, it was used. In the
last desperate days, they resorted to killing horses and pack mules. More important, these supporters
delivered rations to the foxholes on the front lines—fighting their way in when necessary. After Bataan
and Corregidor fell, members of the 12th QM Regiment were prominent among the 7,000 Americans
and Filipinos who died on the infamous Bataan Death March.

Though captured, the soldiers of the 12th QM Regiment maintained their will to resist. 1LT
Beulah Greenwalt, a nurse assigned to the 12th QM Regiment, personified this will. Realizing the
regimental colors represent the soul of a regiment and that they could serve as a symbol for
resistance, 1LT Greenwalt assumed the mission of protecting the colors from the Japanese. She
carried the colors to the prisoner of war (PW) camp in Manila by wrapping them around her



Self-Discipline

The core of a soldier is moral discipline. It is

intertwined with the discipline of physical and

mental achievement. Total discipline overcomes

adversity, and physical stamina draws on an

inner strength that says “drive on.”
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2-46. Self-disciplined people are masters of

their impulses. This mastery comes from the

habit of doing the right thing. Self-discipline al-

lows Army leaders to do the right thing regard-

less of the consequences for them or their

subordinates. Under the extreme stress of com-

bat, you and your team might be cut off and

alone, fearing for your lives, and having to act

without guidance or knowledge of what’s going

on around you. Still, you—the leader—must

think clearly and act reasonably. Self-discipline

is the key to this kind of behavior.

2-47. In peacetime, self-discipline gets the unit

out for the hard training. Self-discipline makes

the tank commander demand another run-

through of a battle drill if the performance

doesn’t meet the standard—even though every-

one is long past ready to quit. Self-discipline

doesn’t mean that you never get tired or dis-

couraged—after all, you’re only human. It does

mean that you do what needs to be done re-

gardless of your feelings.

Initiative

The leader must be an aggress ive
thinker—always anticipating and analyzing.

He must be able to make good assessments and
solid tactical judgments.
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2-48. Initiative is the ability to be a self-

starter—to act when there are no clear instruc-

tions, to act when the situation changes or

when the plan falls apart. In the operational

context, it means setting and dictating the

terms of action throughout the battle or opera-

tion. An individual leader with initiative is will-

ing to decide and initiate independent actions

when the concept of operations no longer ap-

plies or when an unanticipated opportunity

leading to accomplishment of the commander’s

intent presents itself. Initiative drives the

Army leader to seek a better method, anticipate

what must be done, and perform without wait-

ing for instructions. Balanced with good judg-

ment, it becomes disciplined initiative, an

essential leader attribute. (FM 100-5 discusses

initiative as it relates to military actions at the

operational level. FM 100-34 discusses the rela-

tionship of initiative to command and control.

FM 100-40 discusses the place of initiative in

the art of tactics.)

2-49. As an Army leader, you can’t just give or-

ders: you must make clear the intent of those

orders, the final goal of the mission. In combat,

it’s critically important for subordinates to un-

derstand their commander’s intent. When they

are cut off or enemy actions derail the original

plan, well-trained soldiers who understand the

commander’s intent will apply disciplined ini-

tiative to accomplish the mission.
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The Will to Persevere (continued)

shoulders and convincing her Japanese captors that they were “only a shawl.” For the next 33 months
1LT Greenwalt and the remains of the regiment remained PWs, living on starvation diets and denied
all comforts. But through it all, 1LT Greenwalt held onto the flag. The regimental colors were
safeguarded: the soul of the regiment remained with the regiment, and its soldiers continued to resist.

When the war ended in 1945 and the surviving PWs were released, 1LT Greenwalt presented the
colors to the regimental commander. She and her fellow PWs had persevered. They had resisted on
Bataan until they had no more means to resist. They continued to resist through three long years of
captivity. They decided on Bataan to carry on, and they renewed that decision daily until they were
liberated. The 12th QM Regiment—and the other units that had fought and resisted with
them—remained true to themselves, the Army, and their country. Their will allowed them to see
events through to the end.



2-50. Disciplined initiative doesn’t just appear;

you must develop it within your subordinates.

Your leadership style and the organizational

climate you establish can either encourage or

discourage initiative: you can instill initiative

in your subordinates or you can drive it out. If

you underwrite honest mistakes, your subordi-

nates will be more likely to develop initiative. If

you set a “zero defects” standard, you risk

strangling initiative in its cradle, the hearts of

your subordinates. (Chapter 5 discusses “zero

defects” and learning.)

Judgment

I learned that good judgment comes from

experience and that experience grows out of

mistakes.
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2-51. Leaders must often juggle hard facts,

questionable data, and gut-level intuition to ar-

rive at a decision. Good judgment means mak-

ing the best decision for the situation. It’s a key

attribute of the art of command and the trans-

formation of knowledge into understanding.

(FM 100-34 discusses how leaders convert data

and information into knowledge and under-

standing.)

2-52. Good judgment is the ability to size up a

situation quickly, determine what’s important,

and decide what needs to be done. Given a prob-

lem, you should consider a range of alternatives

before you act. You need to think through the

consequences of what you’re about to do before

you do it. In addition to considering the conse-

quences, you should also think methodically.

Some sources that aid judgment are the boss’s

intent, the desired goal, rules, laws, regulations,

experience, and values. Good judgment also in-

cludes the ability to size up subordinates, peers,

and the enemy for strengths, weaknesses, and

potential actions. It’s a critical part of problem

solving and decision making. (Chapter 5 dis-

cusses problem solving and decision making).

2-53. Judgment and initiative go hand in hand.

As an Army leader, you must weigh what you

know and make decisions in situations where

others do nothing. There will be times when

you’ll have to make decisions under severe time

constraints. In all cases, however, you must take

responsibility for your actions. In addition, you

must encourage disciplined initiative in, and

teach good judgment to, your subordinates. Help

your subordinates learn from mistakes by coach-

ing and mentoring them along the way. (Chapter

5 discusses mentoring.)

Self-Confidence

2-54. Self-confidence is the faith that you’ll act

correctly and properly in any situation, even

one in which you’re under stress and don’t have

all the information you want. Self-confidence

comes from competence: it’s based on mastering

skills, which takes hard work and dedication.

Leaders who know their own capabilities and

believe in themselves are self-confident. Don’t

mistake bluster—loudmouthed bragging or

self-promotion—for self-confidence. Truly self-

confident leaders don’t need to advertise; their

actions say it all.
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The Quick Reaction Platoon

On 26 December 1994 a group of armed and disgruntled members of the Haitian Army entered the
Haitian Army Headquarters in Port-au-Prince demanding back pay. A gunfight ensued less than 150
meters from the grounds of the Haitian Palace, seat of the new government. American soldiers from C
Company, 1-22 Infantry, who had deployed to Haiti as part of Operation Uphold Democracy, were
guarding the palace grounds. The quick reaction platoon leader deployed and immediately
maneuvered his platoon towards the gunfire. The platoon attacked, inflicting at least four casualties
and causing the rest of the hostile soldiers to flee. The platoon quelled a potentially explosive situation
by responding correctly and aggressively to the orders of their leader, who knew his mission and the
commander’s intent.



2-55. Self-confidence is important for leaders

and teams. People want self-confident leaders,

leaders who understand the situation, know

what needs to be done, and demonstrate that

understanding and knowledge. Self-confident

leaders instill self-confidence in their people. In

combat, self-confidence helps soldiers control

doubt and reduce anxiety. Together with will

and self-discipline, self-confidence helps leaders

act—do what must be done in circumstances

where it would be easier to do nothing—and to

convince their people to act as well.

Intelligence

2-56. Intelligent leaders think, learn, and re-

flect; then they apply what they learn. Intelli-

gence is more than knowledge, and the ability to

think isn’t the same as book learning. All people

have some intellectual ability that, when devel-

oped, allows them to analyze and understand a

situation. And although some people are

smarter than others, all people can develop the

capabilities they have. Napoleon himself ob-

served how a leader’s intellectual development

applies directly to battlefield success:

It is not genius which reveals to me suddenly

and secretly what I should do in circumstances

unexpected by others; it is thought and

meditation.

2-57. Knowledge is only part of the equation.

Smart decisions result when you combine pro-

fessional skills (which you learn through study)

with experience (which you gain on the job) and

your ability to reason through a problem based

on the information available. Reflection is also

important. From time to time, you find yourself

carefully and thoughtfully considering how

leadership, values, and other military princi-

ples apply to you and your job. When things

don’t go quite the way they intended, intelli-

gent leaders are confident enough to step back

and ask, “Why did things turn out that way?”

Then they are smart enough to build on their

strengths and avoid making the same mistake

again.

2-58. Reflection also contributes to your origi-

nality (the ability to innovate, rather than only

adoptothers’methods)andintuition (direct, im-

mediate insight or understanding of important

factors without apparent rational thought or in-

ference). Remember COL Chamberlain at Little

Round Top. To his soldiers, it sometimes ap-

peared that he could “see through forests and

hillsandknowwhatwascoming.”Butthiswasno

magical ability. Through study and reflection,

the colonel had learned how to analyze terrain

andimaginehowtheenemymightattempttouse

it to his advantage. He had applied his intelli-

genceanddevelopedhis intellectual capabilities.

Good leaders follow COL Chamberlain’s

example.

Cultural Awareness

2-59. Culture is a group’s shared set of beliefs,

values, and assumptions about what’s impor-

tant. As an Army leader, you must be aware of

cultural factors in three contexts:

� You must be sensitive to the different back-

grounds of your people.

� You must be aware of the culture of the

country in which your organization is oper-

ating.

� You must take into account your partners’

customs and traditions when you’re work-

ing with forces of another nation.

2-60. Within the Army, people come from

widely different backgrounds: they are shaped

by their schooling, race, gender, and religion as

well as a host of other influences. Although they

share Army values, an African-American man

from rural Texas may look at many things dif-

ferently from, say, a third-generation Irish-

American man who grew up in Philadelphia or

a Native American woman from the Pacific

Northwest. But be aware that perspectives vary

within groups as well. That’s why you should

try to understand individuals based on their

own ideas, qualifications, and contributions

and not jump to conclusions based on

stereotypes.

2-61. Army values are part of the Army’s insti-

tutional culture, a starting point for how you as

a member of the Army should think and act. Be-

yond that, Army leaders not only recognize that

people are different; they value them because of

their differences, because they are people. Your

job as a leader isn’t to make everyone the same.

2-14 FM 22-100

What the Leader Must Be, Know, and Do



Instead, your job is to take advantage of the fact

that everyone is different and build a cohesive

team. (Chapter 7 discusses the role strategic

leaders play in establishing and maintaining

the Army’s institutional culture.)

2-62. There’s great diversity in the Army—re-

ligious, ethnic, and social—and people of differ-

ent backgrounds bring different talents to the

table. By joining the Army, these people have

agreed to adopt the Army culture. Army leaders

make this easier by embracing and making use

of everyone’s talents. What’s more, they create

a team where subordinates know they are valu-

able and their talents are important.

2-63. You never know how the talents of an in-

dividual or group will contribute to mission ac-

complishment. For example, during World War

II US Marines from the Navajo nation formed a

group of radio communications specialists

dubbed the Navajo Code Talkers. The code talk-

ers used their native language—a unique tal-

ent—to handle command radio traffic. Not even

the best Japanese code breakers could decipher

what was being said.

2-64. Understanding the culture of your adver-

saries and of the country in which your organi-

zation is operating is just as important as

understanding the culture of your own country

and organization. This aspect of cultural aware-

ness has always been important, but today’s op-

erational environment of frequent

deployments—often conducted by small units

under constant media coverage—makes it even

more so. As an Army leader, you need to remain

aware of current events—particularly those in

areas where America has national interests.

You may have to deal with people who live in

those areas, either as partners, neutrals, or ad-

versaries. The more you know about them, the

better prepared you’ll be.

2-65. You may think that understanding other

cultures applies mostly to stability operations

and support operations. However, it’s critical to

planning offensive and defensive operations as

well. For example, you may employ different

tactics against an adversary who considers sur-

render a dishonor worse than death than against

those for whom surrender is an honorable option.

Likewise, if your organization is operating as part

of a multinational team, how well you under-

stand your partners will affect how well the

team accomplishes its mission.

2-66. Cultural awareness is crucial to the suc-

cess of multinational operations. In such situa-

tions Army leaders take the time to learn the

customs and traditions of the partners’ cultures.

They learn how and why others think and act as

theydo.Inmultinational forces,effective leaders

createa“thirdculture,”whichisthebridgeorthe

compromise among partners. This is what GA

Eisenhower did in the following example.
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GA Eisenhower Forms SHAEF

During World War II, one of GA Eisenhower’s duties as Supreme Allied Commander in the
European Theater of Operations (ETO) was to form his theater headquarters, the Supreme
Headquarters, Allied Expeditionary Force (SHAEF). GA Eisenhower had to create an environment in
this multinational headquarters in which staff members from the different Allied armies could work
together harmoniously. It was one of GA Eisenhower’s toughest jobs.

The forces under his command—American, British, French, Canadian, and Polish—brought not
only different languages, but different ways of thinking, different ideas about what was important, and
different strategies. GA Eisenhower could have tried to bend everyone to his will and his way of
thinking; he was the boss, after all. But it’s doubtful the Allies would have fought as well for a bullying
commander or that a bullying commander would have survived politically. Instead, he created a
positive organizational climate that made best use of the various capabilities of his subordinates. This
kind of work takes tact, patience, and trust. It doesn’t destroy existing cultures but creates a new one.
(Chapter 7 discusses how building this coalition contributed to the Allied victory in the ETO.)



PHYSICAL ATTRIBUTES

2-67. Physical attributes—health fitness,

physical fitness, and military and professional

bearing—can be developed. Army leaders main-

tain the appropriate level of physical fitness

and military bearing.

Health Fitness

Disease was the chief killer in the [American

Civil] war. Two soldiers died of it for every one

killed in battle…In one year, 995 of every

thousand men in the Union army contracted

diarrhea and dysentery.

Geoffrey C. Ward
The Civil War

2-68. Health fitness is everything you do to

maintain good health, things such as undergo-

ing routine physical exams, practicing good

dental hygiene, maintaining deployability stan-

dards, and even personal grooming and cleanli-

ness. A soldier unable to fight because of

dysentery is as much a loss as one who’s

wounded. Healthy soldiers can perform under

extremes in temperature, humidity, and other

conditions better than unhealthy ones. Health

fitness also includes avoiding things that

degrade your health, such as substance abuse,

obesity, and smoking.

Physical Fitness

Fatigue makes cowards of us all.

General George S. Patton Jr.

Commanding General, Third Army, World War II

2-69. Unit readiness begins with physically fit

soldiers and leaders. Combat drains soldiers

physically, mentally, and emotionally. To mini-

mize those effects, Army leaders are physically

fit, and they make sure their subordinates are

fit as well. Physically fit soldiers perform better

in all areas, and physically fit leaders are better

able to think, decide, and act appropriately un-

der pressure. Physical readiness provides a

foundation for combat readiness, and it’s up to

you, the leader, to get your soldiers ready.

2-70. Although physical fitness is a crucial ele-

ment of success in battle, it’s not just for front-

line soldiers. Wherever they are, people who are

physically fit feel more competent and confi-

dent. That attitude reassures and inspires

those around them. Physically fit soldiers and

DA civilians can handle stress better, work

longer and harder, and recover faster than ones

who are not fit. These payoffs are valuable in

both peace and war.

2-71. The physical demands of leadership posi-

tions, prolonged deployments, and continuous

operations can erode more than just physical at-

tributes. Soldiers must show up ready for depri-

vations because it’s difficult to maintain high

levels of fitness during deployments and de-

manding operations. Trying to get fit under

those conditions is even harder. If a person isn’t

physically fit, the effects of additional stress

snowball until their mental and emotional fit-

ness are compromised as well. Army leaders’

physical fitness has significance beyond their

personal performance and well-being. Since

leaders’ decisions affect their organizations’

combat effectiveness, health, and safety and

not just their own, maintaining physical fitness

is an ethical as well as a practical imperative.

2-72. The Army Physical Fitness Test (APFT)

measures a baseline level of physical fitness. As

an Army leader, you’re required to develop a

physical fitness program that enhances your

soldiers’ ability to complete soldier and leader

tasks that support the unit’s mission essential

task list (METL). (FM 25-101 discusses

METL-based integration of soldier, leader, and

collective training.) Fitness programs that em-

phasize training specifically for the APFT are

boring and don’t prepare soldiers for the varied

stresses of combat. Make every effort to design

a physical fitness program that prepares your

people for what you expect them to do in com-

bat. Readiness should be your program’s pri-

mary focus; preparation for the APFT itself is

secondary. (FM 21-20 is your primary physical

fitness resource.)
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What the Leader Must Be, Know, and Do

�ou have to lead men in war by requiring
more from the individual than he thinks he
can do. You have to [bring] them along to
endure and to display qualities of fortitude
thatarebeyondtheaverageman’s thoughtof
what he should be expected to do. You have to



Military and Professional Bearing

Our…soldiers should look as good as they are.

Sergeant Major of the Army Julius W. Gates

2-73. As an Army leader, you’re expected to

look like a soldier. Know how to wear the uni-

form and wear it with pride at all times. Meet

height and weight standards. By the way you

carry yourself and through your military cour-

tesy and appearance, you send a signal: I am

proud of my uniform, my unit, and myself.

Skillful use of your professional bearing—fit-

ness, courtesy, and military appearance—can

often help you manage difficult situations. A

professional—DA civilian or soldier—presents

a professional appearance, but there’s more to

being an Army professional than looking good.

Professionals are competent as well; the Army

requires you to both look good and be good.

EMOTIONAL ATTRIBUTES

Anyone can become angry—that is easy. But to

be angry with the right person, to the right

degree, at the right time, for the right purpose,

and in the right way—that is not easy.

Aristotle

Greek philosopher and tutor to Alexander the Great

2-74. As an Army leader, your emotional attrib-

utes—self-control, balance, and stability—con-

tribute to how you feel and therefore to how you

interact with others. Your people are human

beings with hopes, fears, concerns, and dreams.

When you understand that will and endurance

come from emotional energy, you possess a

powerful leadership tool. The feedback you give

can help your subordinates use their emotional

energy to accomplish amazing feats in tough

times.

2-75. Self-control, balance, and stability also

help you make the right ethical choices.

Chapter 4 discusses the steps of ethical reason-

ing. However, in order to follow those steps, you

must remain in control of yourself; you can’t be

at the mercy of your impulses. You must remain

calm under pressure, “watch your lane,” and

expend energy on things you can fix. Inform

your boss of things you can’t fix and don’t

worry about things you can’t affect.

2-76. Leaders who are emotionally mature also

have a better awareness of their own strengths

and weaknesses.Mature leaders spend their en-

ergy on self-improvement; immature leaders

spend their energy denying there’s anything

wrong. Mature, less defensive leaders benefit

from constructive criticism in ways that imma-

ture people cannot.
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inspire them when they are hungry and
exhausted and desperately uncomfortable
and in great danger; and only a man of
positive characteristics of leadership, with
the physical stamina [fitness] that goes with
it, can function under those conditions.

General of the Army George C. Marshall
Army Chief of Staff, World War II

Self-Control in Combat

An American infantry company in Vietnam had been taking a lot of casualties from booby traps.
The soldiers were frustrated because they could not fight back. One night, snipers ambushed the
company near a village, killing two soldiers. The rest of the company—scared, anguished, and
frustrated—wanted to enter the village, but the commander—who was just as angry—knew that the
snipers were long gone. Further, he knew that there was a danger his soldiers would let their emotions
get the upper hand, that they might injure or kill some villagers out of a desire to strike back at
something. Besides being criminal, such killings would drive more villagers to the Viet Cong. The
commander maintained control of his emotions, and the company avoided the village.



Self-Control

Sure I was scared, but under the circumstances,

I’d have been crazy not to be scared.…There’s

nothing wrong with fear. Without fear, you can’t

have acts of courage.

Sergeant Theresa Kristek

Operation Just Cause, Panama

2-77. Leaders control their emotions. No one

wants to work for a hysterical leader who might

lose control in a tough situation. This doesn’t

mean you never show emotion. Instead, you

must display the proper amount of emotion and

passion—somewhere between too much and

too little—required to tap into your subordi-

nates’ emotions. Maintaining self-control in-

spires calm confidence in subordinates, the

coolness under fire so essential to a successful

unit. It also encourages feedback from your

subordinates that can expand your sense of

what’s really going on.

Balance

An officer or noncommissioned officer who loses

his temper and flies into a tantrum has failed to

obtain his first triumph in discipline.

Noncommissioned Officer’s Manual, 1917

2-78. Emotionally balanced leaders display the

right emotion for the situation and can also

read others’ emotional state. They draw on

their experience and provide their subordinates

the proper perspective on events. They have a

range of attitudes—from relaxed to in-

tense—with which to approach situations and

can choose the one appropriate to the circum-

stances. Such leaders know when it’s time to

send a message that things are urgent and how

to do that without throwing the organization

into chaos. They also know how to encourage

people at the toughest moments and keep them

driving on.

Stability

Never let yourself be driven by impatience or

anger. One always regrets having followed the

first dictates of his emotions.

Marshal de Belle-Isle
French Minister of War, 1757-1760

2-79. Effective leaders are steady, levelheaded

under pressure and fatigue, and calm in the

face of danger. These characteristics calm their

subordinates, who are always looking to their

leader’s example. Display the emotions you

want your people to display; don’t give in to the

temptation to do what feels good for you. If

you’re under great stress, it might feel better to

vent—scream, throw things, kick furni-

ture—but that will not help the organization. If

you want your subordinates to be calm and ra-

tional under pressure, you must be also.
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What the Leader Must Be, Know, and Do

BG Jackson at First Bull Run

At a crucial juncture in the First Battle of Bull Run, the Confederate line was being beaten back from
Matthews Hill by Union forces. Confederate BG Thomas J. Jackson and his 2,000-man brigade of
Virginians, hearing the sounds of battle to the left of their position, pressed on to the action. Despite a
painful shrapnel wound, BG Jackson calmly placed his men in a defensive position on Henry Hill and
assured them that all was well.

As men of the broken regiments flowed past, one of their officers, BG Barnard E. Bee, exclaimed
to BG Jackson, “General, they are driving us!” Looking toward the direction of the enemy, BG Jackson
replied, “Sir, we will give them the bayonet.” Impressed by BG Jackson’s confidence and self-control,
BG Bee rode off towards what was left of the officers and men of his brigade. As he rode into the
throng he gestured with his sword toward Henry Hill and shouted, “Look, men! There is Jackson
standing like a stone wall! Let us determine to die here, and we will conquer! Follow me!”

BG Bee would later be mortally wounded, but the Confederate line stiffened and the nickname he
gave to BG Jackson would live on in American military history. This example shows how one leader’s
self-control under fire can turn the tide of battle by influencing not only the leader’s own soldiers, but
the leaders and soldiers of other units as well.



FOCUS ON CHARACTER

Just as fire tempers iron into fine steel, so does adversity temper one’s character into firmness,
tolerance, and determination.

Margaret Chase Smith
Lieutenant Colonel, US Air Force Reserve

and United States Senator

2-80. Earlier in this chapter, you read how

character is made up of two interacting sets of

characteristics: values and attributes. People

enter the Army with values and attributes

they’ve developed over the course of a lifetime,

but those are just the starting points for further

character development. Army leaders continu-

ously develop in themselves and their subordi-

nates the Army values and leader attributes

that this chapter discusses and Figure 1-1

shows. This isn’t just an academic exercise, an-

other mandatory training topic to address once

a year. Your character shows through in your

actions—on and off duty.

2-81. Character helps you determine what’s

right and motivates you to do it, regardless of

the circumstances or the consequences. What’s

more, an informed ethical conscience consis-

tent with Army values steels you for making the

right choices when faced with tough questions.

Since Army leaders seek to do what’s right and

inspire others to do the same, you must be con-

cerned with character development. Examine

the actions in this example, taken from the

report of a platoon sergeant during Operation

Desert Storm. Consider the aspects of character

that contributed to them.

Character and Prisoners

The morning of [28 February 1991], about a half-hour prior to the cease-fire, we had a T-55 tank
in front of us and we were getting ready [to engage it with a TOW]. We had the TOW up and we
were tracking him and my wingman saw him just stop and a head pop up out of it. And Neil started
calling me saying, “Don’t shoot, don’t shoot, I think they’re getting off the tank.” And they did. Three
of them jumped off the tank and ran around a sand dune. I told my wingman, “I’ll cover the tank,
you go on down and check around the back side and see what’s down there.” He went down there
and found about 150 PWs….

[T]he only way we could handle that many was just to line them up and run them through…a little
gauntlet…[W]e had to check them for weapons and stuff and we lined them up and called for the PW
handlers to pick them up. It was just amazing.

We had to blow the tank up. My instructions were to destroy the tank, so I told them to go ahead
and move it around the back side of the berm a little bit to safeguard us, so we wouldn’t catch any
shrapnel or ammunition coming off. When the tank blew up, these guys started yelling and screaming
at my soldiers, “Don’t shoot us, don’t shoot us,” and one of my soldiers said, “Hey, we’re from Amer-
ica; we don’t shoot our prisoners.” That sort of stuck with me.

2-82. The soldier’s comment at the end of this

story captures the essence of character. He said,

“We’re from America…” He defined, in a very

simple way, the connection between who you

are—your character—and what you do. This

example illustrates character—shared values

and attributes—telling soldiers what to do and

what not to do. However, it’s interesting for

other reasons. Read it again: You can almost

feel the soldiers’ surprise when they realized

what the Iraqi PWs were afraid of. You can pic-

ture the young soldier, nervous, hands on his

weapon, but still managing to be a bit amused.

The right thing, the ethical choice, was so

deeply ingrained in those soldiers that it never

occurred to them to do anything other than

safeguard the PWs.
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2-83. BG McAuliffe spoke based on what he

knew his soldiers were capable of, even in the

most extreme circumstances. This kind of cour-

age and toughness didn’t develop overnight.

Every Allied soldier brought a lifetime’s worth

of character to that battle; that character was

the foundation for everything else that made

them successful.

2-84. GA Eisenhower, in command of the

largest invasion force ever assembled and

poised on the eve of a battle that would decide

the fate of millions of people, was guided by

the same values and attributes that shaped

the actions of the soldiers in the Desert Storm

example. His character allowed for nothing

less than acceptance of total personal respon-

sibility. If things went badly, he was ready to

take the blame. When things went well, he

gave credit to his subordinates. The Army

values GA Eisenhower personified provide a

powerful example for all members of the

Army.
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The Battle of the Bulge

In December 1944 the German Army launched its last major offensive on the Western Front of the
ETO, sending massive infantry and armor formations into a lightly-held sector of the Allied line in Belgium.
American units were overrun. Thousands of green troops, sent to that sector because it was quiet, were
captured. For two desperate weeks the Allies fought to check the enemy advance. The 101st Airborne
Division was sent to the town of Bastogne. The Germans needed to control the crossroads there to move
equipment to the front; the 101st was there to stop them.

Outnumbered, surrounded, low on ammunition, out of medical supplies, and with wounded piling up,
the 101st, elements of the 9th and 10th Armored Divisions, and a tank destroyer battalion fought off
repeated attacks through some of the coldest weather Europe had seen in 50 years. Wounded men froze to
death in their foxholes. Paratroopers fought tanks. Nonetheless, when the German commander demanded
American surrender, BG Anthony C. McAuliffe, acting division commander, sent a one-word reply: “Nuts.”

The Americans held. By the time the Allies regained control of the area and pushed the Germans
back, Hitler’s “Thousand Year Reich” had fewer than four months remaining.

GA Eisenhower’s Message

On 5 June 1944, the day before the D-Day invasion, with his hundreds of thousands of soldiers,
sailors and airmen poised to invade France, GA Dwight D. Eisenhower took a few minutes to draft
a message he hoped he would never deliver. It was a “statement he wrote out to have ready when
the invasion was repulsed, his troops torn apart for nothing, his planes ripped and smashed to no
end, his warships sunk, his reputation blasted.”

In his handwritten statement, GA Eisenhower began, “Our landings in the Cherbourg-Havre area
have failed to gain a satisfactory foothold and I have withdrawn the troops.” Originally he had written,
the “troops have been withdrawn,” a use of the passive voice that conceals the actor. But he changed
the wording to reflect his acceptance of full personal accountability.

GA Eisenhower went on, “My decision to attack at this time and place was based on the best
information available.” And after recognizing the courage and sacrifice of the troops he concluded, “If
any blame or fault attaches to this attempt, it is mine alone.”



CHARACTER AND THE WARRIOR

ETHOS

2-85. The warrior ethos refers to the profes-

sional attitudes and beliefs that characterize

the American soldier. At its core, the warrior

ethos grounds itself on the refusal to accept fail-

ure. The Army has forged the warrior ethos on

training grounds from Valley Forge to the

CTCs and honed it in battle from Bunker Hill to

San Juan Hill, from the Meuse-Argonne to

Omaha Beach, from Pork Chop Hill to the Ia

Drang Valley, from Salinas Airfield to the Bat-

tle of 73 Easting. It derives from the unique re-

alities of battle. It echoes through the precepts

in the Code of Conduct. Developed through dis-

cipline, commitment to Army values, and

knowledge of the Army’s proud heritage, the

warrior ethos makes clear that military service

is much more than just another job: the purpose

of winning the nation’s wars calls for total

commitment.

2-86. America has a proud tradition of

winning. The ability to forge victory out of the

chaos of battle includes overcoming fear,

hunger, deprivation, and fatigue. The Army

wins because it fights hard; it fights hard

because it trains hard; and it trains hard be-

cause that’s the way to win. Thus, the warrior

ethos is about more than persevering under the

worst of conditions; it fuels the fire to fight

through those conditions to victory no matter

how long it takes, no matter how much effort is

required. It’s one thing to make a snap decision

to risk your life for a brief period of time. It’s

quite another to sustain the will to win when

the situation looks hopeless and doesn’t show

any indications of getting better, when being

away from home and family is a profound hard-

ship. The soldier who jumps on a grenade to

save his comrades is courageous, without ques-

tion. That action requires great physical cour-

age, but pursuing victory over time also

requires a deep moral courage that concen-

trates on the mission.

2-87. The warrior ethos concerns character,

shaping who you are and what you do. In that

sense, it’s clearly linked to Army values such as

personal courage, loyalty to comrades, and

dedication to duty. Both loyalty and duty

involve putting your life on the line, even when

there’s little chance of survival, for the good of a

cause larger than yourself. That’s the clearest

example of selfless service. American soldiers

never give up on their fellow soldiers, and they

never compromise on doing their duty. Integrity

underlies the character of the Army as well.

The warrior ethos requires unrelenting and

consistent determination to do what is right

and to do it with pride, both in war and military

operations other than war. Understanding

what is right requires respect for both your com-

rades and other people involved in such com-

plex arenas as peace operations and nation

assistance. In such ambiguous situations, deci-

sions to use lethal or nonlethal force severely

test judgment and discipline. In whatever con-

ditions Army leaders find themselves, they turn

the personal warrior ethos into a collective

commitment to win with honor.

2-88. The warrior ethos is crucial—and perish-

able—so the Army must continually affirm, de-

velop, and sustain it. Its martial ethic connects

American warriors today with those whose sac-

rifices have allowed our very existence. The

Army’s continuing drive to be the best, to tri-

umph over all adversity, and to remain focused

on mission accomplishment does more than

preserve the Army’s institutional culture; it

sustains the nation.

2-89. Actions that safeguard the nation occur

everywhere you find soldiers. The warrior ethos

spurs the lead tank driver across a line of depar-

ture into uncertainty. It drives the bone-tired

medic continually to put others first. It pushes

the sweat-soaked gunner near muscle failure to

keep up the fire. It drives the heavily loaded in-

fantry soldier into an icy wind, steadily uphill to

the objective. It presses the signaler through fa-

tigue to provide communications. And the war-

rior ethos urges the truck driver across frozen

roads bounded by minefields because fellow sol-

diers at an isolated outpost need supplies. Such

tireless motivation comes in part from the com-

radeship that springs from the warrior ethos.

Soldiers fight for each other; they would rather

die than let their buddies down. That loyalty

runs front to rear as well as left to right: mutual
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support marks Army culture regardless of who

you are, where you are, or what you are doing.

2-90. That tight fabric of loyalty to one an-

other and to collective victory reflects per-

haps the noblest aspect of our American

warrior ethos: the military’s subordinate re-

lationship to civilian authority. That subordi-

nation began in 1775, was reconfirmed at

Newburgh, New York, in 1782, and continues

to this day. It’s established in the Constitu-

tion and makes possible the freedom all

Americans enjoy. The Army sets out to

achieve national objectives, not its own, for

selfless service is an institutional as well as an

individual value. And in the end, the Army re-

turns its people back to the nation. America’s

sons and daughters return with their experi-

ence as part of a winning team and share that

spirit as citizens. The traditions and values of

the service derive from a commitment to ex-

cellent performance and operational success.

They also point to the Army’s unwavering

commitment to the society we serve. Those

characteristics serve America and its citi-

zens—both in and out of uniform—well.

CHARACTER DEVELOPMENT

2-91. People come to the Army with a charac-

ter formed by their background, religious or

philosophical beliefs, education, and ex-

perience. Your job as an Army leader would

be a great deal easier if you could check the

values of a new DA civilian or soldier the way

medics check teeth or run a blood test. You

could figure out what values were missing by

a quick glance at Figure 1-1 and administer

the right combination, maybe with an injec-

tion or magic pill.

2-92. But character development is a complex,

lifelong process. No scientist can point to a per-

son and say, “This is when it all happens.”

However, there are a few things you can count

on. You build character in subordinates by cre-

ating organizations in which Army values are

not just words in a book but precepts for what

their members do. You help build subordinates’

character by acting the way you want them to

act. You teach by example, and coach along the

way. (Appendix E contains additional informa-

tion on character development.) When you hold

yourself and your subordinates to the highest

standards, you reinforce the values those stan-

dards embody. They spread throughout the

team, unit, or organization—throughout the

Army—like the waves from a pebble dropped

into a pond.

CHARACTER AND ETHICS

2-93. When you talk about character, you help

your people answer the question, What kind of

person should I be? You must not only embrace

Army values and leader attributes but also use

them to think, reason, and—after reflec-

tion—act. Acting in a situation that tests your

character requires moral courage. Consider this

example.

2-22 FM 22-100

What the Leader Must Be, Know, and Do

The Qualification Report

A battalion in a newly activated division had just spent a great deal of time and effort on weapons
qualification. When the companies reported results, the battalion commander could not understand
why B and C Companies had reported all machine gunners fully qualified while A Company had not.
The A Company Commander said that he could not report his gunners qualified because they had
only fired on the 10-meter range and the manual for qualification clearly stated that the gunners had to
fire on the transition range as well. The battalion commander responded that since the transition
range was not built yet, the gunners should be reported as qualified: “They fired on the only range we
have. And besides, that’s how we did it at Fort Braxton.”

Some of the A Company NCOs, who had also been at Fort Braxton, tried to tell their company
commander the same thing. But the captain insisted the A Company gunners were not fully qualified,
and that’s how the report went to the brigade commander.



2-94. The A Company Commander made his

decision and submitted his report without

knowing how it would turn out. He didn’t know

the brigade commander would back him up, but

he reported his company’s status relative to the

published Army standard anyway. He insisted

on reporting the truth—which took character—

because it was the right thing to do.

2-95. Character is important in living a

consistent and moral life, but character doesn’t

always provide the final answer to the specific

question, What should I do now? Finding that

answer can be called ethical reasoning. Chapter

4 outlines a process for ethical reasoning. When

you read it, keep in mind that the process is

much more complex than the steps indicate and

that you must apply your own values, critical

reasoning skills, and imagination to the situa-

tion. There are no formulas that will serve

every time; sometimes you may not even come

up with an answer that completely satisfies

you. But if you embrace Army values and let

them govern your actions, if you learn from

your experiences and develop your skills over

time, you’re as prepared as you can be to face

the tough calls.

2-96. Some people try to set different Army

values against one another, saying a problem is

about loyalty versus honesty or duty versus re-

spect. Leadership is more complicated than

that; the world isn’t always black and white. If

it were, leadership would be easy and anybody

could do it. However, in the vast majority of

cases, Army values are perfectly compatible; in

fact, they reinforce each other.

CHARACTER AND ORDERS

2-97. Making the right choice and acting on it

when faced with an ethical question can be dif-

ficult. Sometimes it means standing your

ground. Sometimes it means telling your boss

you think the boss is wrong, like the finance su-

pervisor in Chapter 1 did. Situations like these

test your character. But a situation in which

you think you’ve received an illegal order can be

even more difficult.

2-98. In Chapter 1 you read that a good leader

executes the boss’s decision with energy and en-

thusiasm. The only exception to this principle is

your duty to disobey illegal orders. This isn’t a

privilege you can conveniently claim, but a duty

you must perform. If you think an order is ille-

gal, first be sure that you understand both the

details of the order and its original intent. Seek

clarification from the person who gave the or-

der. This takes moral courage, but the question

will be straightforward: Did you really mean for

me to…steal the part…submit a false re-

port…shoot the prisoners? If the question is

complex or time permits, always seek legal

counsel. However, if you must decide immedi-

ately—as may happen in the heat of combat

make the best judgment possible based on

Army values, your experience, and your previ-

ous study and reflection. You take a risk when

you disobey what you believe to be an illegal or-

der. It may be the most difficult decision you’ll

ever make, but that’s what leaders do.

2-99. While you’ll never be completely prepared

for such a situation, spending time reflecting on

Army values and leader attributes may help.

Talk to your superiors, particularly those who
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The Qualification Report (continued)

The brigade commander asked for an explanation of the qualification scores. After hearing the A
Company Commander’s story, he agreed that the brigade would be doing itself no favors by reporting
partially qualified gunners as fully qualified. The incident also sent a message to division: get that
transition range built.

The A Company Commander’s choice was not between loyalty to his battalion commander and
honesty; doing the right thing here meant being loyal and honest. And the company commander had
the moral courage to be both honest and loyal—loyal to the Army, loyal to his unit, and loyal to his
soldiers.



have done what you aspire to do or what you

think you’ll be called on to do; providing counsel

of this sort is an important part of mentoring

(which Chapter 5 discusses). Obviously, you

need to make time to do this before you’re faced

with a tough call. When you’re in the middle of a

firefight, you don’t have time to reflect.

CHARACTER AND BELIEFS

2-100. What role do beliefs play in ethical mat-

ters? Beliefs are convictions people hold as true;

they are based on their upbringing, culture,

heritage, families, and traditions. As a result,

different moral beliefs have been and will con-

tinue to be shaped by diverse religious and

philosophical traditions. You serve a nation

that takes very seriously the notion that people

are free to choose their own beliefs and the ba-

sis for those beliefs. In fact, America’s strength

comes from that diversity. The Army respects

different moral backgrounds and personal con-

victions—as long as they don’t conflict with

Army values.

2-101. Beliefs matter because they are the way

people make sense of what they experience. Be-

liefs also provide the basis for personal values;

values are moral beliefs that shape a person’s

behavior. Effective leaders are careful not to re-

quire their people to violate their beliefs by or-

dering or encouraging any illegal or unethical

action.

2-102. The Constitution reflects our deepest na-

tional values. One of these values is the guaran-

tee of freedom of religion. While religious beliefs

and practices are left to individual conscience,

Army leaders are responsible for ensuring their

soldiers’righttofreelypracticetheirreligion.Ti-

tle 10 of the United States Code states, “Each

commanding officer shall furnish facilities, in-

cluding necessary transportation, to any chap-

lain assigned to his command, to assist the

chaplain in performing his duties.” What does

this mean for Army leaders? The commander

delegates staff responsibility to the chaplain for

programs to enhance spiritual fitness since

many people draw moral fortitude and inner

strength from a spiritual foundation. At the

same time, no leader may apply undue influence

or coerce others in matters of religion—whether

to practice or not to practice specific religious be-

liefs. (The first ten amendments to the Constitu-

tion are called the Bill of Rights. Freedom of

religion is guaranteed by the First Amendment,

an indication of how important the Founders

considered it. You can read the Bill of Rights in

Appendix F.)

2-103. Army leaders also recognize the role be-

liefs play in preparing soldiers for battle. Sol-

diers often fight and win over tremendous odds

whentheyareconvincedof the ideals (beliefs) for

which they are fighting. Commitment to such

beliefs as justice, liberty, freedom, and not let-

ting down your fellow soldier can be essential in-

gredients in creating and sustaining the will to

fight and prevail. A common theme expressed by

American PWs during the Vietnam Conflict was

the importance of values instilled by a common

American culture. Those values helped them to

withstandtortureandthehardshipsofcaptivity.

SECTION II

COMPETENCE: WHAT A LEADER MUST KNOW

The American soldier…demands professional competence in his leaders. In battle, he wants to
know that the job is going to be done right, with no unnecessary casualties. The
noncommissioned officer wearing the chevron is supposed to be the best soldier in the platoon
and he is supposed to know how to perform all the duties expected of him. The American
soldier expects his sergeant to be able to teach him how to do his job. And he expects even more
from his officers.

General of the Army Omar N. Bradley

2-104. Army values and leader attributes form

the foundation of the character of soldiers and

DA civilians. Character, in turn, serves as the

basis of knowing (competence) and doing
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(leadership). The self-discipline that leads to

teamwork is rooted in character. In the Army,

teamwork depends on the actions of compe-

tent leaders of proven character who know

their profession and act to improve their or-

ganizations. The best Army leaders constantly

strive to improve, to get better at what they

do. Their self-discipline focuses on learning

more about their profession and continually

getting the team to perform better. They build

competence in themselves and their subordi-

nates. Leader skills increase in scope and com-

plexity as one moves from direct leader

positions to organizational and strategic

leader positions. Chapters 4, 6, and 7 discuss

in detail the different skills direct, organiza-

tional, and strategic leaders require.

2-105. Competence results from hard, realistic

training. That’s why Basic Training starts with

simple skills, such as drill and marksmanship.

Soldiers who master these skills have a couple of

victories under their belts. The message from

the drill sergeants—explicit or not—is, “You’ve

learned how to do those things; now you’re

ready to take on something tougher.” When you

lead people through progressively more com-

plex tasks this way, they develop the confidence

and will—the inner drive—to take on the next,

more difficult challenge.

2-106. For you as an Army leader, competence

means much more than being well-trained.

Competence links character (knowing the

right thing to do) and leadership (doing or

influencing your people to do the right thing).

Leaders are responsible for being personally

competent, but even that isn’t enough: as a

leader, you’re responsible for your sub-

ordinates’ competence as well.

2-107. Figure 2-3 highlights the four categories

containing skills an Army leader must KNOW:

� Interpersonal skills affect how you deal

with people. They include coaching, teach-

ing, counseling, motivating, and em-

powering.

� Conceptual skills enable you to handle

ideas. They require sound judgment as well

as the ability to think creatively and reason

analytically, critically, and ethically.

� Technical skills are job-related abili-

ties. They include basic soldier skills. As

an Army leader, you must possess the ex-

pertise necessary to accomplish all tasks

and functions you’re assigned.

� Tactical skills apply to solving tactical

problems, that is, problems concerning

employment of units in combat. You en-

hance tactical skills when you combine

them with interpersonal, conceptual, and

technical skills to accomplish a mission.

2-108. Leaders in combat combine interpersonal,

conceptual, technical, and tactical skills to accom-

plish the mission. They use their interpersonal

skills to communicate their intent effectively

and motivate their soldiers. They apply their

conceptual skills to determine viable concepts

of operations, make the right decisions, and

execute the tactics the operational environ-

ment requires. They capitalize on their techni-

cal skills to properly employ the techniques,

procedures, fieldcraft, and equipment that fit

the situation. Finally, combat leaders employ

tactical skill, combining skills from the other

skill categories with knowledge of the art of tac-

tics appropriate to their level of responsibility

and unit type to accomplish the mission. When

plans go wrong and leadership must turn the

tide, it is tactical skill, combined with
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character, that enables an Army leader to seize

control of the situation and lead the unit to mis-

sion accomplishment.

2-109. The Army leadership framework draws

a distinction between developing skills and per-

forming actions. Army leaders who take their

units to a combat training center (CTC) im-

prove their skills by performing actions—by

doing their jobs on the ground in the midst of

intense simulated combat. But they don’t wait

until they arrive at the CTC to develop their

skills; they practice ahead of time in command

post exercises, in combat drills, on firing

ranges, and even on the physical training (PT)

field.

2-110. Your leader skills will improve as your

experience broadens. A platoon sergeant gains

valuable experience on the job that will help

him be a better first sergeant. Army leaders

take advantage of every chance to improve:

they look for new learning opportunities, ask

questions, seek training opportunities, and re-

quest performance critiques.

SECTION III

SECTION III

LEADERSHIP: WHAT A LEADER MUST DO

He gets his men to go along with him because they want to do it for him and they believe in
him.

General of the Army Dwight D. Eisenhower

2-111. Leaders act. They bring together every-

thing they are, everything they believe, and

everything they know how to do to provide pur-

pose, direction, and motivation. Army leaders

work to influence people, operate to accomplish

the mission, and act to improve their organiza-

tion. This section introduces leader actions.

Chapters 5, 6, and 7 discuss them more fully. As

with leader skills, leader actions increase in

scope and complexity as you move from direct

leader positions to organizational and strategic

leader positions.

2-112. Developing the right values, attributes,

and skills is only preparation to lead. Leadership

doesn’t begin until you act. Leaders who live up

to Army values, who display leader attributes,

who are competent, who act at all times as they

would have their people act, will succeed. Lead-

ers who talk a good game but can’t back their

words with actions will fail in the long run.

2-26 FM 22-100

What the Leader Must Be, Know, and Do

V
A

L
U

E
S

A
T

T
R

IB
U

T
E

S

S
K

IL
L

S

“Be” “Know”

THE LEADERTHE LEADER

of Character and Competence Acts...

to Achieve Excellenceto Achieve Excellence

Influencing

Operating

Improving

Figure 2-4. Leader Actions



INFLUENCING

2-113. Army leaders use interpersonal skills to

guide others toward a goal. Direct leaders most

often influence subordinates face to face—such

as when a team leader gives instructions, recog-

nizes achievement, and encourages hard work.

Organizational and strategic leaders also influ-

ence their immediate subordinates and staff

face to face; however, they guide their organiza-

tions primarily by indirect influence. Squad

leaders, for example, know what their division

commander wants, not because the general has

briefed each one personally, but because his

intent is passed through the chain of command.

Influencing actions fall into these categories:

� Communicating involves displaying good

oral, written, and listening skills for indi-

viduals and groups.

� Decision making involves selecting the

line of action intended to be followed as the

one most favorable to the successful

accomplishment of the mission. This in-

volves using sound judgment, reasoning

logically, and managing resources wisely.

� Motivating involves inspiring and guiding

others toward mission accomplishment.

OPERATING

2-114. Operating is what you do to accomplish

the immediate mission, to get the job done on

time and to standard. Operating actions fall

into these categories:

� Planning and preparing involve de-

veloping detailed, executable plans that are

feasible, acceptable, and suitable; arranging

unit support for the exercise or operation;

and conducting rehearsals. During tactical

operations, decision making and planning

are enhanced by two methodologies: the

military decision making process (MDMP)

and the troop leading procedures (TLP).

Battalion and higher echelons follow the

MDMP. Company and lower echelons follow

the TLP. (FM 101-5 discusses the MDMP.)

� Executing involves meeting mission

standards, taking care of people, and effi-

ciently managing resources.

� Assessing involves evaluating the effici-

ency and effectiveness of any system or plan

in terms of its purpose and mission.

2-115. Leaders assess, or judge, performance so

they can determine what needs to be done to

sustain the strong areas and improve weak

ones. This kind of forward thinking is linked to

the last leader action, improving.
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IMPROVING

2-116. Good leaders strive to leave an organiza-

tion better than they found it. A child

struggling to understand why it is better to put

money in a piggy bank is learning what leaders

know: plan and sacrifice now for the sake of the

future. All leaders are tempted to focus on the

short-term gain that makes them and their or-

ganizations look good today: “Why bother to fix

it now? By the time next year rolls around, it

will be someone else’s problem.” But that atti-

tude doesn’t serve either your subordinates or

the Army well. When an organization sacrifices

important training with long-term ef-

fects—say, training that leads to true marks-

manship skill—and focuses exclusively on

short-term appearances—such as qualification

scores—the organization’s capabilities suffers.

2-117. The results of shortsighted priorities

may not appear immediately, but they will ap-

pear. Loyalty to your people as well as the Army

as an institution demands you consider the

long-term effects of your actions. Some of your

people will remain in the organization after

you’ve moved on. Some will still be in the Army

after you’re long gone. Soldiers and DA civil-

ians tomorrow must live with problems leaders

don’t fix today.

2-118. Army leaders set priorities and balance

competing demands. They focus their

organizations’ efforts on short- and long-term

goals while continuing to meet requirements

that may or may not contribute directly to

achieving those goals. In the case of weapons

proficiency, qualification is a requirement but

true marksmanship skill is the goal. For battle-

field success, soldiers need training that leads

to understanding and mastery of technical and

tactical skills that hold up under the stress of

combat. Throw in all the other things vying for

an organization’s time and resources and your

job becomes even more difficult. Guidance from

higher headquarters may help, but you must

make the tough calls. Improving actions fall

into these categories:

� Developing involves investing adequate

time and effort to develop individual sub-

ordinates as leaders. It includes mentoring.

� Building involves spending time and

resources to improve teams, groups, and

units and to foster an ethical climate.

� Learning involves seeking self-

improvement and organizational growth. It

includes envisioning, adapting, and leading

change.

SUMMARY

2-119. As an Army leader, leadership in combat

is your primary and most important challenge.

It requires you to accept a set of values that con-

tributes to a core of motivation and will. If you

fail to accept and live these Army values, your

soldiers may die unnecessarily and you may fail

to accomplish your mission.

2-120. What must you, as an Army leader, BE,

KNOW, and DO? You must have character,

that combination of values and attributes that

underlie your ability to see what needs to be

done, decide to do it, and influence others to fol-

low you. You must be competent, that is, pos-

sess the knowledge and skills required to do

your job right. And you must lead, take the

proper actions to accomplish the mission based

on what your character tells you is ethically

right and appropriate for the situation.

2-121. Leadership in combat, the greatest chal-

lenge, requires a basis for your motivation and

will. That foundation is Army values. In them

are rooted the basis for the character and self-

discipline that generate the will to succeed and

the motivation to persevere. From this motiva-

tion derives the lifelong work of self-

development in theskills thatmakeasuccessful

Army leader, one who walks the talk of BE,

KNOW, DO. Chapter 3 examines the environ-

ment that surrounds your people and how what

you do as a leader affects it. Understanding the

human dimension is essential to mastering

leader skills and performing leader actions.
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ETHICAL REASONING

4-24. Ethical leaders do the right things for the

right reasons all the time, even when no one is

watching. But figuring out what’s the “right”

thing is often, to put it mildly, a most difficult

task. To fulfill your duty, maintain your

integrity, and serve honorably, you must be

able to reason ethically.

4-25. Occasionally, when there’s little or no

time, you’ll have to make a snap decision based

on your experience and intuition about what

feels right. For Army leaders, such decisions are

guided by Army values (discussed in Chapter 2),

the institutional culture, and the organiza-

tional climate (discussed in Chapter 3). These

shared values then serve as a basis for the

whole team’s buying into the leader’s decision.

But comfortable as this might be, you should

not make all decisions on intuition.

4-26. When there’s time to consider al-

ternatives, ask for advice, and think things

through, you can make a deliberate decision.

First determine what’s legally right by law and

regulation. In gray areas requiring inter-

pretation, apply Army values to the situation.

Inside those boundaries, determine the best

possible answer from among competing

solutions, make your decision, and act on it.

4-27. The distinction between snap and deliber-

ate decisions is important. In many decisions,

you must think critically because your intui-

tion—what feels right—may lead to the wrong

answer. In combat especially, the intuitive re-

sponse won’t always work.

4-28. The moral application of force goes to the

heart of military ethics. S. L. A. Marshall, a

military historian as well as a brigadier general,

has written that the typical soldier is often at a

disadvantage in combat because he “comes

from a civilization in which aggression, con-

nected with the taking of a human life, is pro-

hibited and unacceptable.” Artist Jon Wolfe, an

infantryman in Vietnam, once said that the

first time he aimed his weapon at another hu-

man being, a “little voice” in the back of his

mind asked, “Who gave you permission to do

this?” That “little voice” comes, of course, from

a lifetime of living within the law. You can

determine the right thing to do in these very

unusual circumstances only when you apply

ethical as well as critical reasoning.

4-29. The right action in the situation you face

may not be in regulations or field manuals.

Even the most exhaustive regulations can’t pre-

dict every situation. They’re designed for the

routine, not the exceptional. One of the most

difficult tasks facing you as an Army leader is

determining when a rule or regulation simply

doesn’t apply because the situation you’re fac-

ing falls outside the set of conditions envisioned

by those who wrote the regulation. Remember

COL Chamberlain on Little Round Top. The

drill manuals he had studied didn’t contain the

solution to the tactical problem he faced; nei-

ther this nor any other manual contain “cook-

book” solutions to ethical questions you will

confront. COL Chamberlain applied the doc-

trine he learned from the drill manuals. So you

should apply Army values, your knowledge, and

your experience to any decision you make and

be prepared to accept the consequences of your

actions. Study, reflection, and ethical reasoning

can help you do this.

4-30. Ethical reasoning takes you through these

steps:

� Define the problem.

� Know the relevant rules.

� Develop and evaluate courses of action.

� Choose the course of action that best repre-

sents Army values.

4-31. These steps correspond to some of the

steps of the decision making leadership action

in Chapter 5. Thus, ethical reasoning isn’t a

separate process you trot out only when you

think you’re facing an ethical question. It

should be part of the thought process you use to

make any decision. Your subordinates count on

you to do more than make tactically sound deci-

sions. They rely on you to make decisions that

are ethically sound as well. You should always

consider ethical factors and, when necessary,

use Army values to gauge what’s right.

4-32. That said, not every decision is an ethical

problem. In fact, most decisions are ethically

neutral. But that doesn’t mean you don’t have
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to think about the ethical consequences of your

actions. Only if you reflect on whether what

you’re asked to do or what you ask your people

to do accords with Army values will you develop

that sense of right and wrong that marks ethi-

cal people and great leaders. That sense of right

and wrong alerts you to the presence of ethical

aspects when you face a decision.

4-33. Ethical reasoning is an art, not a science,

and sometimes the best answer is going to be

hard to determine. Often, the hardest decisions

are not between right and wrong, but between

shades of right. Regulations may allow more

than one choice. There may even be more than

one good answer, or there may not be enough

time to conduct a long review. In those cases,

you must rely on your judgment.

Define the Problem

4-34. Defining the problem is the first step in

making any decision. When you think a

decision may have ethical aspects or effects, it’s

especially important to define it precisely.

Know who said what—and what specifically

was said, ordered, or demanded. Don’t settle for

secondhand information; get the details. Prob-

lems can be described in more than one way.

This is the hardest step in solving any problem.

It’s especially difficult for decisions in the face

of potential ethical conflicts. Too often some

people come to rapid conclusions about the na-

ture of a problem and end up applying solutions

to what turn out to be only symptoms.

Know the Relevant Rules

4-35. This step is part of fact gathering, the sec-

ond step in problem solving. Do your home-

work. Sometimes what looks like an ethical

problem may stem from a misunderstanding of

a regulation or policy, frustration, or overen-

thusiasm. Sometimes the person who gave an

order or made a demand didn’t check the regu-

lation and a thorough reading may make the

problem go away. Other times, a difficult situa-

tion results from trying to do something right

in the wrong way. Also, some regulations leave

room for interpretation; the problem then be-

comes a policy matter rather than an ethical

one. If you do perceive an ethical problem,

explain it to the person you think is causing it

and try to come up with a better way to do the

job.

Develop and Evaluate Courses of Action

4-36. Once you know the rules, lay out possible

courses of action. As with the previous steps,

you do this whenever you must make a decision.

Next, consider these courses of action in view of

Army values. Consider the consequences of

your courses of action by asking yourself a few

practical questions: Which course of action best

upholds Army values? Do any of the courses of

action compromise Army values? Does any

course of action violate a principle, rule, or

regulation identified in Step 2? Which course of

action is in the best interest of the Army and of

the nation? This part will feel like a juggling

act; but with careful ethical reflection, you can

reduce the chaos, determine the essentials, and

choose the best course—even when that choice

is the least bad of a set of undesirable options.

Choose the Course of Action That Best

Represents Army Values

4-37. The last step in solving any problem is

making a decision and acting on it. Leaders are

paid to make decisions. As an Army leader,

you’re expected—by your bosses and your peo-

ple—to make decisions that solve problems

without violating Army values.

4-38. As a values-based organization, the Army

uses expressed values—Army values—to pro-

vide its fundamental ethical framework. Army

values lay out the ethical standards expected of

soldiers and DA civilians. Taken together, Army

values and ethical decision making provide a

moral touchstone and a workable process that

enable you to make sound ethical decisions and

take right actions confidently.

4-39. The ethical aspects of some decisions are

more obvious that those of others. This example

contains an obvious ethical problem. The issues

will seldom be so clear-cut; however, as you

read the example, focus on the steps SGT Kirk

follows as he moves toward an ethical decision.

Follow the same steps when you seek to do the

right thing.
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Appendix D

A Leader Plan of Action and the ECAS

D-1. By completing a set of tasks (shown in Fig-

ure D-1), leaders can improve, sustain, or rein-

force a standard of performance within their

organizations. Leaders may complete some or

all of the sub-tasks shown in Figure D-1, de-

pending on the situation.

D-2. A leader plan of action (developed in step

3) identifies specific leader actions necessary to

achieve improvement. It is similar to the indi-

vidual plan of action that Appendix C discusses.

D-3. Begin your plan of action by assessing

your unit (Step 1). Observe, interact, and

gather feedback from others; or conduct formal

assessments of the workplace. Then analyze

the information you gathered to identify what

needs improvement (Step 2). Once you have

identified what needs improvement, begin to

develop courses of action to make the

improvements.

D-4. In Step 3, you develop your plan of action.

First, develop and consider several possible

courses of action to correct the weaknesses you

identified. Gather important information, as-

sess the limitations and risks associated with

the various courses, identify available key per-

sonnel and resources, and verify facts and as-

sumptions. Attempt to predict the outcome for

each possible course of action. Based on your

predictions, select several leader actions to deal

with the problems.

D-5. Execute your plan of action (Step 4) by

educating, training, or counseling your subordi-

nates; instituting new policies or procedures;

and revising or enforcing proper systems of re-

wards and punishment. Your organization

moves towards excellence by improving sub-

standard or weak areas and maintaining condi-

tions that meet or exceed the standard. Finally,

periodically reassesses your unit to identify new

matters of concern or to evaluate the effective-

ness of the leader actions.

D-6. You can use this process for many areas of

interest within your organization. A case study

demonstrating how to use an ECAS to prepare

a leader plan of action follows. It includes a de-

scription of how one leader gathered informa-

tion to complete the survey. (You can obtain the

form used to conduct an ECAS through Train-

ing Support Centers by ordering GTA 22-6-1.)
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PREPARATION OF AN ECAS

D-7. 2LT Christina Ortega has been a military

police platoon leader for almost eight months.

When she first came to the platoon, it was a

well-trained, cohesive group. Within two

months of her taking charge, she and her

platoon deployed on a six-month rotation to

support operations in Bosnia. The unit per-

formed well, and she quickly earned a reputa-

tion as a leader with high standards for herself

and her unit. Now redeployed, she must have

her platoon ready in two months for a rotation

at the Combat Maneuver Training Center

(CMTC). She realizes that within that time she

must get the unit’s equipment ready for deploy-

ment, train her soldiers on different missions

they will encounter at the CMTC, and provide

them some much needed and deserved time off.

D-8. As 2LT Ortega reflects on her first eight

months of leadership, she remembers how she

took charge of the platoon. She spoke individu-

ally with the leaders in the platoon about her

expectations and gathered information about

her subordinates. She stayed up all night com-

pleting the leadership philosophy memoran-

dum that she gave to every member of her

platoon. After getting her feet on the ground

and getting to know her soldiers, she assessed

the platoon’s ethical climate using the ECAS.

Her unit’s overall ECAS score was very good.

She committed herself to maintaining that

positive ethical climate by continuing the estab-

lished policies and by monitoring the climate

periodically.

D-9. Having completed a major deployment

and received a recent influx of some new

soldiers, 2LT Ortega decides to complete an-

other ECAS. She heads to the unit motor pool to

observe her soldiers preparing for the next

day’s training exercise. The platoon is deploy-

ing to the local training area for the “best

squad” competition prior to the ARTEP evalua-

tion at the CMTC. “The best squad competition

has really become a big deal in the company,”

she thinks. “Squad rivalry is fierce, and the

squad leaders seem to be looking for an edge so

they can come out on top and win the weekend

pass that goes to the winning squad.”

D-10. She talks to as many of her soldiers as

she can, paying particular attention to the new-

est members of the unit. One new soldier, a ve-

hicle driver for SSG Smith, the 2nd Squad

Leader, appears very nervous and anxious.

During her conversation with the soldier, 2LT

Ortega discovers some disturbing information.

D-11. The new soldier, PFC O’Brien, worries

about his vehicle’s maintenance and readiness

for the next day. His squad leader has told him

to “get the parts no matter what.” PFC O’Brien

says that he admires SSG Smith because he re-

alizes that SSG Smith just wants to perform

well and keep up the high standards of his pre-

vious driver. He recounts that SSG Smith has

vowed to win the next day’s land navigation

competition. “SSG Smith even went so far as to

say that he knows we’ll win because he already

knows the location of the points for the course.

He saw them on the XO’s desk last night and

wrote them on his map.”

D-12. 2LT Ortega thanks the soldier for talk-

ing honestly with her and immediately sets him

straight on the proper and improper way to get

repair parts. By the time she leaves, PFC

O’Brien knows that 2LT Ortega has high stan-

dards and will not tolerate improper means of

meeting them. Meanwhile, 2LT Ortega heads

back toward the company headquarters to find

the XO.

D-13. She finds the XO busily scribbling num-

bers and dates on pieces of paper. He is obvi-

ously involved and frantic. He looks up at her

and manages a quick “Hi, Christina,” before re-

turning to his task. The battalion XO appar-

ently did not like the way the unit status report

(USR) portrayed the status of the maintenance

in the battalion and refused to send that report

forward. Not completely familiar with the USR,

2LT Ortega goes to the battalion motor officer

to get some more information. After talking to a

few more people in her platoon, 2LT Ortega

completes the ECAS shown in Figure D-2.
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A Leader Plan of Action

*Use the following scale for questions in Section III.

Section II Total

Section III Total

III. Unit Leader Actions - “What do I do?”

44

5

33

5

44

5

55

3

44

5

31

4

5

32

INSTRUCTIONS

Answer the questions in this survey according to how you currently perceive your
unit and your own leader actions, NOT according to how you would prefer them to
be or how you think they should be. This information is for your use, (not your
chain of command’s) to determine if you need to take action to improve the Ethical
Climate in your organization. Use the following scale for all questions in Sections I
and II.

I. Individual Character -

II. Unit/Workplace Policies & Practices -

“Who are we?”

“What do we do?”

Section I Total

not

4

2

5

11

2

5

1

3

IV. Environmental/Mission Factors -

Total Socre (I + II + III + IV)

“What surrounds us?”

ECAS

Section IV Total

Place the Total Score from each section in the spaces below:
(A score of 1 or 2 on any question requires some immediate leader action.)

Section I - Individual Character Total Score

Section II - Leader Action Total Score

Section III - Unit Policies and Procedures Total Score

Section IV - Environmental/Mission Factors Total Score

Take Action to Take Actions to Improve Maintain a Healthy
Improve Ethical Climate Ethical Climate Ethical Climate

25 - 75 76-100 101 - 125
Immediate

Use the following scale for all questions in Section IV. ***Note: the scale is
reversed for this section (Strongly Agree is scored as a “1”, not a “5”) ***
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An ethical climate is one in which our stated Army values are routinely
articulated, supported, practiced and respected. The Ethical Climate of an
organization is determined by a variety of factors, including the

of unit members, the within the
organization, the , and

. Leaders should periodically assess their unit’s ethical climate and
take appropriate actions to maintain the high ethical standards expected of
all Army organizations. This survey will assist you in making these
assessments and in identifying the actions necessary to accomplish this
vital leader function. FM 22-100, , provides specific
leader actions necessary to sustain or improve your ethical climate, as
necessary.

individual
character policies and practices

actions of unit leaders environmental and mission
factors
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Figure D-2. Example of an Ethical Climate Assessment Survey



PREPARATION OF A LEADER PLAN OF ACTION

D-14. 2LT Ortega looks at her ECAS score and

determines that she needs to take action to im-

prove the ethical climate in her platoon. To help

determine where she should begin, 2LT Ortega

looks at the scores for each question. She knows

that any question receiving a “1” or “2” must be

addressed immediately in her plan of action. As

2LT Ortega reviews the rest of the scores for

her unit, she identifies additional problems to

correct. Furthermore, she decides to look at a

few actions in which her unit excels and to de-

scribe ways to sustain the performance. As she

continues to develop the leader plan of action,

she looks at each subject she has identified. She

next develops the plan shown in Figure D-3 to

correct the deficiencies. At the bottom of the

form, she lists at least two actions she plans to

take to maintain the positive aspects of her pla-

toon’s ethical climate.

D-15. 2LT Ortega has already completed the

first three steps (assess, analyze, and develop a

planofaction)specified inFigureD-1.Whenshe

takes action to implement the plan she will have

completed the process. She must then follow up

to ensure her actions have the effects she

intended.

D-4 FM 22-100

Appendix D
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A Leader Plan of Action

Actions to correct negative aspects of the ethical climate in the organization

Problem: Dysfunctional competition/stress in the unit (the competition is causing some members of

the unit to seek ways to gain an unfair advantage over others) [ECAS question # II.C., IV.A. &

IV.C.]

Action:

� Postpone the platoon competition; focus on the readiness of equipment and soldier preparation

rather than competition.

� Build some time in the long-range calendar to allow soldiers time to get away from work and

relax.

� Focus on the group’s accomplishment of the mission (unit excellence). Reward the platoon, not

squads, for excellent performance. Reward teamwork.

Problem: Battalion XO “ordering” the changing of reports [IV B., D. & F.]

Action:

� Go see the company XO first and discuss what he should do.

� If the XO won’t deal with it, see the commander myself to raise the issue.

Problem: Squad leader’s unethical behavior [I.B. & II.A.]

Action:

� Reprimand the squad leader for getting the land navigation points unfairly.

� Counsel the squad leader on appropriate ways to give instructions and accomplish the mission

without compromising values.

Problem: Unclear instructions given by the squad leader (“get the parts no matter what”) [II.A.]

Action:

� Have the platoon sergeant give a class (NCODP) on proper guidelines for giving instructions

and appropriate ethical considerations when asking subordinates to complete a task.

� Have the platoon sergeant counsel the squad leader(s) on the importance of using proper supply

procedures.

Problem: Company XO “changing report” to meet battalion XO’s needs [IV.B. & F.]

Action:

� Have an informal discussion with the company XO about correct reporting or see the company

commander to raise the issue about the battalion XO.

Actions to maintain positive aspects of the ethical climate in the organization

Maintain: Continue to hold feedback (sensing) sessions and conduct ECAS assessments to maintain

a feel for how the platoon is accomplishing its mission. [ I I .D. & G.; III.A. & B.]

Maintain: Continue to reward people who perform to high standards without compromising values.

Punish those caught compromising them. [III.E. & F.]

Figure D-3. Example of a Leader Plan of Action
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Student Handout 3 

Extract from 5 CFR 2635, Standards of Ethical Conduct for Employees 
of the Executive Branch 

This Student 
Handout Contains 

This student handout contains two pages of extracted material from 5 CFR 2635, 
Standards of Ethical Conduct for Employees of the Executive Branch. 

(Reading/Study) Requirement Page 
5 CFR 2635.101, Basic obligation of public service, page 533 SH-3-2 and SH-3 

Disclaimer:  The training developer downloaded this extract from 
http://www.usoge.gov/pages/laws_regs_fedreg_stats/oge_regs/5cfr2635.html.  The 
text may contain passive voice, misspellings, grammatical errors, etc., and may not 
be in compliance with the Army Writing Style Program. 
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[Code of Federal Regulations] 
[Title 5, Volume 3] 
[Revised as of January 1, 2003] 
From the U.S. Government Printing Office via GPO Access 
[CITE: 5CFR2635.101] 

[Page 532-533] 

                    TITLE 5--ADMINISTRATIVE PERSONNEL 

                CHAPTER XVI--OFFICE OF GOVERNMENT ETHICS 

PART 2635--STANDARDS OF ETHICAL CONDUCT FOR EMPLOYEES OF THE EXECUTIVE
BRANCH--Table of Contents 

                      Subpart A--General Provisions 

Sec. 2635.101  Basic obligation of public service. 

    (a) Public service is a public trust. Each employee has a
responsibility to the United States Government and its citizens to place
loyalty to the Constitution, laws and ethical principles above private
gain. To ensure that every citizen can have complete confidence in the
integrity of the Federal Government, each employee shall respect and
adhere to the principles of ethical conduct set forth in this section,
as well as the implementing standards contained in this part and in
supplemental agency regulations. 
    (b) General principles. The following general principles apply to
every employee and may form the basis for the standards contained in
this part. Where a situation is not covered by the standards set forth
in this part, employees shall apply the principles set forth in this
section in determining whether their conduct is proper. 
    (1) Public service is a public trust, requiring employees to place
loyalty to the Constitution, the laws and ethical principles above
private gain. 
    (2) Employees shall not hold financial interests that conflict with
the conscientious performance of duty. 
    (3) Employees shall not engage in financial transactions using
nonpublic Government information or allow the improper use of such
information to further any private interest. 
    (4) An employee shall not, except as permitted by subpart B of this
part, solicit or accept any gift or other item of monetary value from
any person or entity seeking official action from, doing business with,
or conducting activities regulated by the employee's agency, or whose
interests may be substantially affected by the performance or
nonperformance of the employee's duties. 
    (5) Employees shall put forth honest effort in the performance of
their duties. 
    (6) Employees shall not knowingly make unauthorized commitments or
promises of any kind purporting to bind the Government. 
    (7) Employees shall not use public office for private gain. 
    (8) Employees shall act impartially and not give preferential
treatment to any private organization or individual. 
    (9) Employees shall protect and conserve Federal property and shall
not use it for other than authorized activities. 
    (10) Employees shall not engage in outside employment or activities,
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including seeking or negotiating for employment, that conflict with
official Government duties and responsibilities. 
    (11) Employees shall disclose waste, fraud, abuse, and corruption to
appropriate authorities. 
    (12) Employees shall satisfy in good faith their obligations as
citizens, including all just financial obligations, especially those-- 
such as Federal, State, or local taxes--that are imposed by law. 
    (13) Employees shall adhere to all laws and regulations that provide
equal opportunity for all Americans regardless of race, color, religion,
sex, national origin, age, or handicap. 
    (14) Employees shall endeavor to avoid any actions creating the
appearance that they are violating the law or the ethical standards set
forth in this part. Whether particular circumstances create an
appearance that the law or these standards have been violated shall be
determined from the perspective of a reasonable person with knowledge of
the relevant facts. 

[[Page 533]] 
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Appendix D 
 

HANDOUTS FOR LESSON 1:  L425 version 1 
 
This Appendix 
Contains 

This Appendix contains the items listed in this table-- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 and SH-1-2 
SH-2, Developing a Cohesive Platoon-Sized Organization 
(from TSP 158-I-1272, CGSC, 18 June 1998) 

SH-2-1 thru SH-2-16 

 
Disclaimer: The training developer downloaded this extract from 
http://155.217.58.58/atdls.htm. The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing Style 
Program. 
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Student Handout 1 
 

Advance Sheet 
 

 
Lesson Hours This lesson contains 2 hours of classroom small group instruction / practical 

exercises and a graded homework assignment. 
 
Overview This lesson provides the information needed to assess unit cohesion and to develop 

a plan to maintain and / or improve unit cohesion. 
 

 
TLO Terminal Learning Objective (TLO) 

 
Action: Prepare a plan to develop a cohesive platoon-sized 

organization. 
Conditions: Given a military situation in which you are responsible for 

developing soldiers into a cohesive platoon-sized 
organization. 
 

Standards: Prepared a plan to develop a cohesive platoon-sized 
organization as demonstrated by receiving 9 or more GOs on 
the PE-4 evaluation. 
 

 
 
ELOs A    Describe the concept of unit cohesion. 

 
B    Use the stages of soldier team development in the development of a plan to 
improve unit cohesion. 
 
C    Develop a plan to improve unit cohesion. 

 
 
Student 
Assignments 

The student assignments for this lesson are: 
 
�� Read and study Student Handouts SH-1 and SH-2. 
�� Participate in class discussions and complete in-class PEs successfully. 
�� Review all material covered in class, complete PE-4, and prepare for end of 

course test. 
 

 
 
Additional 
Subject Area 
Resources  

None 
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Bring to Class �� Student Handouts SH-1 and SH-2. 

�� Your plan for improving unit cohesiveness (PE-4) when due. 
�� Pen or pencil and writing paper. 
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Student Handout 2 
 

DEVELOPING A COHESIVE PLATOON-SIZED ORGANIZATION 
 

 Soldier team development and cohesion go hand in hand.  It is difficult to discuss one without 
mentioning the other.  Unit cohesion, like team building, cannot be developed or maintained without 
strong leadership.  History provides many examples of cohesive units withstanding the stress of combat 
and performing much better than units with less cohesion.  Units which are not cohesive generally 
experience a higher stress casualty rate than cohesive units.  For example, in forty-four days of heavy 
fighting on the Gothic Line during WWII, one division suffered 817 combat stress casualties while the 
101st Airborne division, in similarly heavy fighting at the Battle of the Bulge, lost only 102 soldiers to 
combat stress in forty-three days of fighting.  The cohesiveness of the 101st is one of the factors credited 
for the low combat stress casualty rates. 
 

Unit Cohesion Defined 
 
 Unit cohesion is defined as the bonding together of soldiers and their leaders in such a way as to 
develop and sustain their commitment to their unit and their resolve to accomplish the mission.  Cohesion 
is not something that you can give to a unit.  A unit’s leadership CANNOT impose it.  Both the soldiers in 
the unit and the unit’s leaders develop cohesion within an organization.  Our definition of cohesion 
identified three specific elements.  First, it is a bonding of the emotional and personal relationships within 
a unit.  Second, it involves a commitment not only to the unit and what it represents, but also to the values 
and goals of the nation.  Finally, it involves resolve.  Resolve is a shared determination of soldiers and 
their leaders to work interdependently to accomplish the mission. 
 
1.  Bonding.  Bonding is the development of strong interpersonal relationships among soldiers and 
between them and their leaders.  A key characteristic of a truly cohesive unit is that bonding occurs in two 
directions, horizontal and vertical. 
 
 a.  Horizontal bonding.  Horizontal bonding is the development of mutual trust and respect between 
soldiers.  Horizontal bonding occurs when: 
 
  -Soldiers accept their roles and responsibilities in the unit. 
 
  -Soldiers build trust in each other based on their willingness to accept and carry out their 
individual responsibilities. 
 
  -Soldiers become proficient and begin to identify with the unit and demonstrate concern for, and 
dependence on, each other.  The interdependence of the soldiers breaks down any feelings of distrust 
and fear within the unit. 
 
 Horizontal bonding is the result of shared experiences.  There have probably been times during your 
training when you and your peers were wet, cold, and exhausted but your reveled in your common 
condition.  It is through experiences such as these that strong interpersonal relationships are developed.  
Platoons and companies also experience a sense of bonding.  The collective level of mutual respect, trust 
and confidence, which develop between units, is a form of horizontal bonding. 
 
 b.  Vertical bonding is the development of mutual trust and respect between soldiers and their 
immediate leaders, and between leaders at the various levels within the organization.  Vertical bonding 
occurs when: 
 
 -Soldiers recognize that their leaders have accepted and carry out their roles and responsibilities 
in the unit. 
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 -Leaders demonstrate a genuine concern and respect for their subordinates.  They trust their 
subordinates to perform to the best of their ability. 
 
 -Leaders at all levels of the organization demonstrate trust and respect for each other. 
 
 Vertical bonding is essential for the unit to be successful.  Leaders who demonstrate their proficiency 
and genuine concern for the soldier and who trust the soldiers to carry out their responsibilities create the 
conditions in which vertical bonding and cohesion are developed.  Unit missions become soldier missions 
as a result of vertical bonding.  The 20th Maine’s defense of Little Round Top during the Battle of 
Gettysburg is an example of vertical bonding.  When Colonel Chamberlain ordered his commanders to 
extend left and back, doubling the size of his regimental front to block a flank attack, his companies 
executed the order with remarkable speed.  Each soldier, squad and company moved together, 
maintaining the same volume of fire and preventing gaps in the line.  After the sixth violent charge of the 
two Alabama regiments, Chamberlain realized that each of his soldiers had only one or two rounds 
remaining.  He ordered the regiment to fix bayonets and charge.  Upon receiving the order, Lieutenant 
Melcher leaped in front of his company and led the charge.  When Melcher’s company came abreast of 
the regiment, Colonel Chamberlain moved forward and led the charge.  As armchair analysts we can 
credit the success of the 20th Maine to many things.  However, the 20th Maine could not have 
accomplished the maneuver if there had not been a high degree of vertical bonding.  The soldiers trusted 
their leaders.  The regiment’s mission became their mission and they executed it despite the fact that in 
doing so they placed themselves in grave personal danger. 
 
2.  Commitment.  You should recall that commitment is one of the individual values which support the 
professional Army ethic.  It is dedication not only to the unit and what it represents, but to the values and 
goals of the nation as well.  All soldiers must be committed to working as members of the unit and realize 
that others depend on them.  Commitment must exist both vertically and horizontally within the 
organization.  Cohesive units have a common commitment which extends throughout the organization. 
 
3.  Resolve.  Resolve is the shared determination and motivation of soldiers and their leaders to work 
interdependently to accomplish the mission, and to sustain this capability over a long period of time.  
Think about the battle for the Alamo.  The Texans who defended the Alamo demonstrated the ultimate 
resolve.  The 101st Airborne Division at the Battle of the Bulge demonstrated a cohesive resolve for 43 
days.  Resolve can be likened to the glue, which holds a cohesive unit together.  Without it, the unit 
begins to break down. 
 
 It is impossible to address cohesion without addressing soldier teams.  Teams are groups of 
individuals joined along organizational lines for the purpose of accomplishing a certain goal.  There are 
two primary types of teams in the Army, functional teams and task groups. 
 
 a.  A functional team is organized for a long period of time to accomplish specific missions or tasks.  
Functional teams typically have a structure.  A platoon is an excellent example of a functional team.  Each 
member of the team has a specific role, which contributes, to the goal of the team.  A company is also an 
example of a functional team. 
 
 b.  Task groups are formed when two or more functional teams contribute team members to another 
group for a specific period of time to accomplish a specific task.  In the Army you’ll frequently hear the 
expression, “task organization.”  In order to accomplish many of our missions, the Army maximizes the 
abilities of different groups by combining them into a team or “task force.” 
 
 An example of a task group, or task organization, is the company team shown in the illustration 
below: A tank platoon from the tank company has been added to the mechanized infantry company to 
increase its ability to accomplish the mission.  This type of task grouping takes place at nearly all levels of 
the Army.  Through the formation of a task group the firepower of the infantry company is increased.  
However, this also presents the leader with a new problem in the development of horizontal and vertical 
bonding and unit cohesion. 
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COMPANY TEAM 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

 
 
 
 
 
 
 
 

 
 
  
 A modern example of the importance of unit cohesion is the U.S. troop deployment to the Saudi 
Arabian peninsula.  The pressures of distance, uncertainty over the use of chemical weapons, and harsh 
conditions, and a multitude of other issues, reinforced the importance of cohesive soldier teams and units.   
 

Soldier Team Development 
 

 Soldier team development is an important development step in improving unit cohesion.  Teams are 
developed in three specific stages: the formation stage, the enrichment stage, and the sustainment stage.  
While the stages follow in a sequence, they have flexible boundaries.  Many events such as change of 
personnel, change of a mission or change in schedule can cause the stage of the unit to move back and 
forth between the different levels.  
 
 Cohesive organizations do not just happen.  They are the result of leaders making good use of each 
opportunity to develop cohesive soldier teams.  The leader guides the development process and provides 
necessary support which provides an environment in which the team can develop as a team and adjust to 
any changes which occur in the group.  
 
1.  The Formation Stage (Dependent).  The formation stage of soldier team development involves two 
steps: reception and orientation. 
 
 The reception step is critical in forming a cohesive team.  It normally begins with a welcome letter and 
establishes a positive first impression of the unit.  The reception step should be such that the new soldier 
wants to become part of the unit. 

HQ SEC Rifle PLT 
Anti-Armor 
SEC 

HQ SEC Tank PLT 

COMPANY TEAM 

����� 
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 The orientation step is used to communicate unit standards and values, goals and missions and 
should include the unit’s history and heritage.  The unit’s members should reinforce the information 
provided as the new soldier begins to fit into the organization.  The orientation step starts the new soldier 
out in the right direction.  He/she begins with an understanding of what standards are expected of him/her 
and the values of the unit.  Shared values are necessary for cohesive teamwork; shared standards 
become the criteria for team membership 
 
 Unfortunately, we haven’t always used these steps as effectively as we could have.  For example, 
during the latter stages of WWII individual replacements were sent to units in combat.  Seasoned 
veterans routinely ignored the newcomers to the unit until they developed the skills necessary to survive 
on the battlefield.  If the newcomer survived, then he/she was integrated into the team.  If effective 
reception and orientation programs had been in place and effective, it is possible that many of these 
“green” replacements might have survived. 
 
 a.  Typical member behavior during the formation stage.  The formation stage begins with the arrival 
of new personnel (soldiers or leaders), a change in unit mission, or any change, which affects the unit.  It 
is the time when new arrivals transition from being individuals to functioning as part of the team.  Teams 
at this stage can be identified by their behavior towards each other.  For teams with new leadership, 
missions, or members, this stage is a period of testing behavior and dependence on formal and informal 
group leadership for guidance in a newly unstructured environment.  The most prominent behavior norm 
is that of politeness.  Soldiers will take special care not to do or say things, which may hurt another 
soldier’s feelings.  Soldiers look to other soldiers and team leaders for guidance on how to proceed, how 
things are done, and how they fit in.  During this stage, soldiers may ask a lot of questions, use humor, 
and try to impress each other and, in general, try to get along with each other. 
 
 The formation stage is also characterized by the following behaviors: 
  
 -- Hesitancy to participate. 
 
 -- Tests of behavioral expectations and ways to handle situations. 
 
 -- Feeling of initial attachment to the team. 
 
 -- Intellectualizing. 
 
 -- Discussions of symptoms or problems peripheral to the task. 
 
 -- Complaints about the environment. 
 
 -- Suspicion, fear, and anxiety about the new situation. 
 
 -- Minimal work accomplishment. 
 
 b.  Leader actions during the formation stage.  As the team begins to develop, it is important for the 
leader to guide this process without alienating soldiers.  Leader actions, which positively contribute to the 
cohesive development of a team in the forming stage of development, include-- 
 
  - Listening. 
 
  - Establishing clear lines of authority. 
 
  - Developing soldier and unit goals. 
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 (1)  By observing and listening, the leader increases his/her knowledge about the strengths of 
individual soldiers--what he/she likes to do, and what he/she does well.  This allows the leader to place 
the soldier in the jobs he/she does best. 
 
 (2)  The leader needs to establish clear policies about who has what authority and under what 
conditions each team member can exercise authority or make decisions for the team.  The leader must 
explain that as new soldiers gain knowledge and experience, their responsibilities and authority will 
increase. 
 
 (3)  Soldiers look to their leaders to develop and establish goals for the unit.  Periodically, the 
leader needs to bring his/her soldiers together, as a team, to check on progress.  This allows them to 
share their goals with each other.  As they begin to understand that they share common goals, a cohesive 
team begins to develop.  Soldiers begin to establish a personal ownership of unit goals.  
 
2.  Enrichment Stage of Team Development (Independent).  During the enrichment stage, the team 
progresses from one of intra-team conflict to one characterized by the development of team cohesion.  
This stage is the most interesting stage of team development and presents the leader with some 
challenges.  
 
 Unfortunately, there isn’t a clean break between the formation stage and the enrichment stage.  Two 
steps characterize the enrichment stage.  The first step is the transition of a new member to an 
independent member and builds upon the formation stage.  The second step is the transition of the 
independent member to an interdependent member of the team.  Teams performing at the first step of the 
enrichment stage tend to accomplish a minimal amount and tend to be polarized and resist requirements, 
which are perceived to interfere with their personal needs.  Teams at the second step, however, accept 
the team, team norms, their own roles and the idiosyncrasies of their fellow team members and tend to 
accomplish a moderate amount of work. 
 
 a.  Typical member behavior during enrichment stage.  The leader generally recognizes the transition 
from new member to independent member when the soldier begins to question and resist if he/she 
doesn’t like or understand a task he/she is given.  The leader may notice the soldier joining smaller 
groups, which have their own informal leaders.  The new soldier begins to feel that he/she has something 
to offer and becomes more vocal.  Although he/she is beginning to identify with informal groups he/she 
exercises his/her independence from the group.  During this step, the leader should try to guide the 
independent soldier’s energy toward team efforts.  He must not allow the new soldier to become 
disruptive.   
 
 During the enrichment stage, the team progresses from one of intra-team conflict to one 
characterized by the development of team cohesion.  Typical behaviors include the following: 
  
 - Talking a lot and asking a lot of questions. 
 
 - Using humor. 
 
 -  Making references to authority. 
 
 - Infighting, defensiveness, and competition. 
 
 - Disagreeing often. 
 
 - Establishing unachievable goals. 
 
 - Exhibiting disunity, increased tension, and jealousy. 
 
 - Resisting task demands because they are perceived to interfere with personal needs. 
 



SH-2-6 

 - Tending to become polarized. 
 
 - Changing relationships and reversals of feelings. 
 
 - Expressing concern over excessive work. 
  
 - Establishing a pecking orders. 
 
 - Accomplishing a minimal amount of work. 
 
 During this step, the leader should try to guide the independent soldier’s energy toward the unit’s 
efforts.  He/she must not allow the new soldier to become disruptive. 
 
 As time passes and the new soldier begins to prove him/herself, he/she becomes a recognized 
member of the group.  He/she is no longer the “new guy.”  Trust begins to form and team bonding occurs. 
 
 b.  Leader actions during the enrichment stage.  Good leaders accelerate this stage by capitalizing on 
every event, from the most exciting to the most boring, to develop cohesive teams.  The key to success 
during this stage is training. 
 
 - Train as a unit. 
 
 - Train for combat. 
 
 - Develop pride through accomplishment. 
 
 - Develop self-evaluation procedures. 
 
 (1)  Train as a unit.  The only way to develop cohesive teamwork is to do things together.  
Whether it is a garrison detail or a field training exercise, give teams the opportunity to train together.  
This is especially important if your unit task organizes for combat.  Task organization presents a training 
challenge for both the unit, which gains elements, and the unit, which loses the element.  In a platoon, 
which is habitually task organized with another unit, platoon cohesion is essential.  Leaders must 
establish relationships with the parent and attached units.  Quality training strengthens the chain of 
command within the team and gives the team the opportunity to experience accomplishment and growth.  
Unit training goals and objectives become team goals and objectives.  Soldiers who train as a unit begin 
to experience a sense of teamwork and unit identity. 
  
 (2)  Train for combat.  Battle focus is the concept used to develop peacetime training 
requirements from wartime missions.  A critical aspect of the battle focus concept is to understand the 
linkage between the unit’s mission essential task list (METL) and the individual tasks, which support 
them.  Once the soldiers begin to see the relationship between their individual tasks and the unit’s “go to 
war” mission, they will begin to develop a sense of interdependence. 
  
 (3)  Build pride in accomplishment.  Pride comes from respect for the team’s ability.  Being part of 
a unit that performs well during challenging training instills confidence and pride like no other experience 
short of combat.  Team training must be training which the soldier can be proud of.  Soldiers who lack 
pride in themselves and their performance cannot feel pride in their unit or their leaders.  It is absolutely 
necessary for the leader to show respect for each soldier and encourage pride and self-esteem so that 
the soldier can have pride in his/her team. 
 
 (4)  Develop self-evaluation procedures.  In training, the unit works toward specific performance 
standards.  Unit self-evaluation focuses on these standards.  Cohesion is enhanced when the team 
conducts its own after action reviews and team members discover for themselves what they do well and 
where they need to improve.  All team members participate in the review.  The team works together to 
improve its performance and establish new team goals to be achieved in the next training situation.  After 
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action reviews of this type develop the feeling that good performance and improvement are important and 
it is only through a cohesive, cooperative effort that the goal can be realized. 
  
3.  Sustainment Stage (Interdependent).  The final stage of team development, the sustainment stage, 
is characterized by accomplishing the mission through teamwork and cohesion.  
 
 a.  Typical member behavior during sustainment stage.  Soldiers feel comfortable about themselves 
and their leaders.  They trust their leaders to be team members.  The team thinks, acts, and works as one 
rather than as individuals.  They recognize the requirements and achieve results quickly and efficiently.  
They accept the team, team norms, their own roles and idiosyncrasies of fellow members.  Other 
behavioral characteristics of this stage include: 
 
 - Members experience insight into personal and interpersonal processes. 
 
 - Members develop a sense of team cohesiveness with a common spirit and goals (all win). 
 
 - Members establish and maintain team boundaries, norms, and rules. 
 
 - Members share influence. 
 
 - Members are willing to give and receive feedback about how well they are accomplishing their 
task. 
 
 - Member feedback tends to be timely rather than “after-the-fact.” 
 
 - Members accomplish work (ranging from moderate amounts to a great deal). 
 
 b.  Leader actions during the sustainment stage.  During this stage, leaders must sustain the 
cohesiveness of the team.  To accomplish this, the leaders must take the following actions: 
 
 - Deal with change. 
 
 - Reassess goals and priorities. 
 
 - Focus on teamwork. 
 
 - Focus on training. 
 
 - Respond to soldier concerns. 
 
 - Conduct unit activities. 
 
 (1)  Deal with change.  As leaders respond to situations that threaten sustained teamwork and 
cohesion, they must realize that team growth and stability are uneven at best.  The team will reach a 
peak, seem to slump, and then build to a new peak of performance.  This often occurs when new 
members are added to the team.  Successful leaders guide the team to peak performance with it faces 
critical tasks or combat action. 
 
 (2)  Reassess goals and priorities.  As missions change, leaders must ensure the goals and 
priorities of the team are in line with the mission.  If several things need to be accomplished in the same 
time period, leadership should set priorities and allocate time to complete each task.  Inform the team of 
the changes, explain the how and why, and the standard which is expected.  Cohesive teams adjust 
quickly when they understand the goal. 
 
 (3)  Focus on teamwork.  Listen to what the soldiers say, how it is said, and what is not said.  
Identify those areas where teamwork is lacking.  Sustaining cohesive teams requires the leader to focus 
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on those things, which detract from teamwork.  Establish buddy teams to accomplish tasks which do not 
require the entire team.  Reinforce the trust and cooperative attitudes developed by the soldiers.  
Respond quickly to problems which affect the quality of teamwork. 
 
 (4)  Focus on training.  As soldiers become more and more proficient the danger of boredom 
arises.  Boredom challenges leaders to reinforce the basics and provide increasingly demanding training.  
To do this, leaders need to be imaginative, particularly in garrison situations where the mundane can 
begin to undermine cohesion and team performance. 
  
 (5)  Respond to soldier concerns.  To sustain a cohesive team, leaders must demonstrate caring 
leadership.  The way a leader responds to the legitimate concerns of a soldier has a significant impact on 
the cohesiveness of the soldier’s team.  Caring, consistent leadership is the key.  This doesn’t mean that 
the leader has to take on all of the soldier’s concerns.  In some instances the only thing you can do is 
listen.  Work on improving your ability to recognize when you or another subordinate leader can, and 
should, respond to the soldier’s concern.  When appropriate, refer the soldier to outside agencies for 
assistance.  The better you know your soldiers and your unit team, the easier this will become. 
 
 (6)  Conduct unit activities.  Unit activities are events that involve all soldiers and, in many cases, 
their families.  Unit activities can take place during duty or off duty hours.  When done properly, military 
ceremonies, sports activities, and social and spiritual activities enhance unit pride and cohesion. 
 
 An organization can be in one or more of these three team development stages at the same time.  
One squad could be going through the formation stage because of new membership or leadership, while 
another can be in the building stage.  Good leaders recognize when this occurs and look for opportunities 
to build or enhance unit cohesion in each stage of soldier team development. 
 

Determining Level of Cohesion 
 
 You probably will not join a unit which is being formed.  If you were involved in the process of building 
a new unit, you could focus your efforts on the stages of team development to develop a cohesive 
organization.  When you arrive at your new unit you will want to determine the current level of cohesion in 
the company and you platoon.  There are seven factors or areas which can be observed to determine the 
degree or level of cohesion within the unit.  They are: 
 
 - Leadership. 
 
 - Group  (unit) characteristics. 
 
 - Individuals in the unit. 
 
 - Unit socialization. 
 
 - Unit and individual goals and objectives. 
 
 - Unit activities. 
 
 - Unit identification and history. 
 
 (Some of these factors were discussed during the stage of team development materials so portions of 
the material will be familiar.)  When you arrive at your new unit, you will go through the reception and 
orientation steps.  You will learn about your job, unit standards and values, and unit history.  You will 
learn about unit policies, equipment, and how the chain of command operates.  As you are doing this, you 
will develop a feeling of the unit’s cohesiveness.  Once you have developed an understanding of how the 
unit operates, you can begin to take an in-depth look at each factor area to determine the actual level of 
cohesion and some of the reasons for the unit operating at that level. 
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1.  Leadership.  The most critical of all the factors in developing unit cohesion is leadership. Cohesion 
cannot be created from the top down.  It is developed within a unit and involves both the soldiers and the 
leaders.  Leaders create the climate for cohesive growth.  
 
 a.  Needed Information.  To determine the impact of leadership on the cohesiveness of the unit ask 
the following questions: 
 
  - Do the leaders in your unit care about the needs of their soldiers? 
 
  - Do the leaders in your unit treat the soldiers and each other with respect? 
 
  - Are the leaders competent? 
 
  - Do the leaders demonstrate trust in their subordinates or do they micro-manage? 
 
  - Do the leaders listen to the soldiers and encourage subordinate participation in problem 
solving? 
 
  - Do the leaders clearly communicate standards, expectations and values? 
 
  - Have the leaders established clear lines of authority? 
 
  - Do the leaders listen to the soldiers and encourage subordinate participation in problem 
solving? 
 
  - Do the leaders clearly communicate standards, expectations and values? 
 
  - Have the leaders established clear lines of authority? 
 
  - Do the leaders build unit pride through accomplishment? 
 
  - Does the unit train as a team for combat? 
 
  - Do the leaders develop and use self-evaluation procedures? 
 
 Once you have answers to these questions, you will have a clearer understanding of the impact of 
leadership on the cohesion in your unit.  Do not focus on the negative; look for positive influences as well.  
As a new leader, you are in a perfect position to retain those leadership aspects which contribute to unit 
cohesion and change those which do not.  
 
 b.  Leader actions.  Once you have an idea of the status of the leadership, some actions you can take 
include-- 
 
 - Ensure all subordinates are treated with respect. 
 
 - Train subordinate leaders if they are not competent. 
 
 - Communicate standards and expectations clearly. 
 
 - Train as a unit and train for combat. 
 
 - Conduct AARs after each training event. 
 
 Look for those leadership aspects which are the basis for interpersonal action.  All soldiers should be 
treated with respect.  Gain their respect by treating them with respect.  There is no room in your platoon 
for incompetent leadership.  If your subordinate leaders are poorly trained, train them.  Ensure everyone 
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knows and understands the mission, its standards, and your expectations.  Once standards and 
expectations are set, don’t change them.  Train as a unit and direct your training efforts toward your 
combat mission.  After action reviews (AARs) are an excellent tool to involve all the members of your 
platoon.  Encourage honest, open assessments of your platoon’s performance.  Leaders who encourage 
and provide subordinates the opportunity to develop a sense of ownership in the mission and the unit 
develop more cohesive platoons. 
 
2.  Group (Unit) Characteristics.  Every soldier belongs to several groups.  The two groups you are 
primarily concerned with are the functional team or group and the task group.  However, you must not 
overlook the fact that your soldiers are members of many other groups to include family, sports teams, 
clubs, and churches.  It is through interaction with others that individuals satisfy personal interests and 
needs.  Groups are also the means by which social controls are maintained and how customs, traditions 
and values are passed to the members of the group.  
 
 a.  Needed information.  To determine the impact of group or unit characteristics on the cohesiveness 
of the unit, ask yourself the following questions: 
 
 - How do the groups in this unit influence the values, attitudes, and standards of behavior in the 
unit? 
 
 - How do the groups influence the way individuals learn and solve problems in the unit? 
 
 - How do the groups affect an individual’s duty performance in the unit? 
 
 - Do the groups raise or lower the levels of individual aspiration and striving? 
 
 - Are there cliques within the unit and do they contribute to or detract from mission 
accomplishment? 
 
 - Do the soldiers demonstrate pride in their team (group) and the unit? 
 
 - Does the unit, as a group, provide for the satisfaction of member needs? 
 
 - Have strong interpersonal relationships developed between the soldiers and their leaders? 
  
 - Is there healthy interaction between the groups in the unit (both horizontal and vertical)? 
  

- Is unit membership stable?  Do soldiers reenlist to remain in the unit or do they look  
for opportunities to leave? 
 
 - Do your soldiers belong to groups outside your organization? 
  
 - Does membership in other groups enhance or detract from unit cohesion? 
  
 Soldiers who identify with the unit as a group and who are committed to each other, fight more 
fiercely in battle and endure hardships over a longer period of time than soldiers who do not identify with 
the unit.  In short, they are cohesive.  
 
 b.  Leader actions.  Leader actions which can affect group characteristic factors are:  
 
 - Form groups along organizational lines--squads and teams. 
 
 - Ensure squads and sections have sufficient members to accomplish their missions. 
 
 - Recognize and reinforce groups which have a positive influence on the unit. 
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 - Build group and team pride.  Link that pride to the unit mission. 
 
 - Recognize that group membership satisfies member needs. 
 
 - Create conditions which require group interaction. 
 
 Once the groups, teams, and squads in your unit recognize that they depend on each other, trust and 
mutual respect will begin to develop.  When this occurs, their sense of teamwork will grow to encompass 
the entire platoon.   
 
3.  Individuals in the Unit.  The leader’s attention must be dual focused.  It must be directed on the 
development of each soldier within the unit.  The leader must be aware of and respond to the personal 
interests and needs of his/her soldiers.  However, when the leader responds to these needs, he/she must 
remember that he/she is responsible for the unit over and above any particular individual, including 
him/herself.  
 
 a.  Needed information.  To determine the impact of the individuals on the cohesiveness of the unit 
ask the following questions: 
 
 - Do the leaders really know their soldiers and do the soldiers really know each other? 
 
 - Are special individual abilities used for the good of the unit? 
 
 - Can all of the soldiers perform their jobs to standard? 
 
 - Do the members of the unit rely upon each other? 
 
 - Do the disruptive members of the unit sway other members from the accomplishment of the 
mission? 
 
 - Are individuals in the unit afforded opportunities to exert a positive influence on the unit and 
each other? 
  
 Individuals in a unit have a significant impact on the cohesion of an organization.  When each 
member of the unit becomes a valuable, contributing member, unit cohesion is enhanced.  
 
 b.  Leader actions.  Some of the leader actions, which influence the individuals in the unit, include: 
 
 - Make the effort to know the soldiers in your platoon. 
 
 - Ensure your soldiers are able to perform all assigned tasks to standard. 
 
 - Establish buddy teams. 
 
 - Encourage and recognize individual initiative. 
 
 Most of the actions above are simply common sense.  The quicker you get to know each of your 
soldiers, the better and quicker you will understand them.  
 
4.  Unit Socialization.  The individual becomes a unit member through a socialization process.  
Socialization is the process by which a new soldier acquires the skills, knowledge and attitudes unique to 
his/her new unit and is accepted into the new unit.  The stages of soldier team development outline this 
process.  However, the leader must recognize that informal groups within the organization establish 
socialization processes as well.  The leader must remember that the goal of socialization is commitment 
to the unit and the internalization of the unit’s mission.   
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 a.  Needed information.  To determine the impact of the unit’s socialization process on cohesion, the 
leader should ask the following questions: 
 
 - How does an individual become an accepted member of the group? 
 
 - Do unit members hold the values of the professional Army ethic? 
 
 - Do members adhere to unit standards? 
 
 - Does the unit’s system of rewards and punishment recognize acceptable and unacceptable 
levels of performance and behavior? 
 
 - Do the leaders set a good example and make themselves available to the soldiers? 
 
 How a soldier becomes a member of the team is very important to the development of a cohesive 
unit.  Many leaders don’t realize the effect other soldiers have on the new member.  When leaders don’t 
take the lead role in establishing a socialization process, their subordinates do.   
 
 b.  Leader actions.  Leader actions which affect socialization include: 
 
 - Establish a good reception and orientation program. 
 
 - Reinforce actions and attitudes which support the professional Army ethic. 
 
 - Set and maintain high standards. 
 
 - Use rewards and punishments correctly. 
 
 - Set the example. 
 
 We covered the formation stage of soldier team development earlier.  The reception and orientation 
steps are your first opportunity to influence a new soldier.  As a leader, you must know which values you 
want to impress upon the new soldier.  Don’t tell him/her, “In this platoon we believe in selfless service!”  
That may not mean much to him/her.  Rather, tell him/her, “We have a policy in this platoon that we do 
the job right.  We work together until the job is finished or the training is complete.  When we leave at the 
end of the day, we want to be ready for combat tomorrow.”  Unit socialization is an important component 
of team development and cohesion. 
 
5.  Unit and Individual Goals and Objectives.  One of the most important factors of unit cohesion is the 
integration of unit and individual goals.  Once soldiers adopt unit goals as individual goals they will have 
internalized the unit’s mission and begun to form the resolve which is critical for success.   
 
 a.  Information needed.  To determine the impact of unit and individual objectives and goals, the 
leader should ask the following Questions: 
 
 - Does the unit have clearly defined goals and objectives? 
 
 - Do the soldiers know and understand the goals of the organization? 
 
 - Are leaders aware of the personal goals of their individual soldiers? 
 
 - Do the leaders attempt to integrate or link unit goals with individual goals? 
 
 - Do soldiers participate in establishing unit goals when appropriate? 
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 -When the unit reaches an objective or accomplishes a goal, do the soldiers feel they have 
accomplished something or does it appear that it doesn’t matter? 
 
 - Are unit goals mission-oriented training goals?  (Remember that the key to developing unit 
cohesion in the enrichment stage of soldier team development is training--training for combat.) 
  
 When soldiers and leaders work together to accomplish unit and individual goals there is a feeling 
that together, they can accomplish anything.   
 
 b.  Leader actions.  Leaders assist in this process by establishing clear, achievable, yet challenging 
goals and objectives.  Establish long term goals and intermediate objectives for each goal.  Intermediate 
objectives become benchmarks en route to accomplishment of the goal.  When time and the situation 
permit, involve your subordinates in the goal and objective setting process.  Wherever possible relate 
individual goals to unit goals.  Realize that your soldiers have some important personal goals, which have 
nothing to do with the unit’s mission.  Assist them if possible.  Above all, make certain that the goals you 
establish are linked to the unit’s wartime mission.  Meaningless goals do nothing to encourage cohesion. 
 
6.  Unit Activities.  Design unit activities which are interesting and include all unit members.  Unit 
activities include everything from field training exercises and crew qualification tests to a battalion 
organization day or platoon outings.   
 
 a.  Needed information.  To determine the impact of unit activities on cohesion, ask the following 
questions: 
 
 - Do unit activities involve all unit members? 
 
 - Do unit activities produce shared successful experiences? 
 
 - Is unit training challenging and realistic? 
 
 - Does the unit choose activities, which unite rather than divide the organization? 
 
 - Does competition play a positive or negative role in unit activities? 
 
 - Does the unit spend a great deal of energy organizing unit activities about which most soldiers 
“could care less?” 
  
 Unit activities should be planned with cohesion in mind.   
 
 b.  Leader actions.  Leader actions which contribute to cohesion in this area are: 
 
 - Train as a unit activity.  Make it challenging and realistic 
 
 - Select unit events carefully. 
 
 - Involve family members when appropriate. 
 
 - Use competition constructively. 
  
 Many leaders forget the fact that training is the basic unit activity.  The greater the levels of 
excitement and realism, the more it contributes to unit cohesion.  Select and plan activities such as 
picnics, parties and outings carefully.  Ensure they are of interest to the majority of the unit.  You won’t be 
able to please everyone all the time but make sure your activities aren’t restrictive.  Families are an 
important component of cohesive units.  When the soldier’s family feels good about the unit and are 
included in the unit’s activities, they are more likely to be supportive when times are difficult.  Competition 
within the unit should never detract from cohesion.  When possible compete against standards rather 



SH-2-14 

than each other.  For example, there is nothing to be gained by designating a best squad if all or most of 
the squads have exceeded the standard.  Award a superior squad rating to all who met or exceeded the 
standard. 
 
7.  Unit Identification and History.  A cohesive unit draws some of its strength from the achievements of 
those who have previously served in the unit and the campaigns in which they participated.  For example, 
the 3d Infantry Division is referred to as the Marne Division, because of its efforts during WWI on the 
Marne River.  The lst Battalion, 6th Infantry motto is, “Regulars, by God” which goes back to 1814 and the 
Battle of Chippewa when British General Phineas Riall, noting the gray uniforms of the Americans, 
mistook them for militia.  But when, under fire, they formed a line with parade-ground precision and 
moved to meet him with fixed bayonets, he exclaimed:  “These are regulars, by God!”   
 
 a.  Needed information.  To determine the impact of unit identification and history on cohesion, the 
leader should ask the following questions: 
 
 - Does the unit’s orientation program include the unit’s history, lineage and honors? 
 
 - Do the soldiers know the history of the regimental crest? 
 
 - Do they know what their unit motto is and why the unit adopted it? 
 
 - Has the unit made the effort to distinguish itself from other units? (Some units use  
T-shirts, caps or belt buckles.) 
 
 - Do the soldiers speak with pride that they are part of a unit with a proud tradition? 
 
 By making your unit’s history known to your soldiers, they will understand that they are part of a 
prestigious unit.  They’ll work hard to live up to their reputation and in doing so, enhance unit cohesion.  
Soldiers seldom feel they are a part of history when they actually are. 
 
 b.  Leader actions.  Leader actions which focus on unit identification and history include: 
 
 - Include unit history in your orientation program. 
 
 - Develop a sense of platoon history. 
 
 - If you use a unit motto or saying, use it correctly and with pride. 
 
 Your unit and your platoon have a history.  The regimental or battalion lineage should be available to 
you.  The Sergeant Major or S1 should have it.  Use the lineage as a point of departure.  Find a battle or 
campaign in which your unit participated that would interest your soldiers.  Use the library or other 
references to find an incident or action with which your platoon can identify.  You might even create a 
scrapbook of your platoon’s activities.  Make it a soldier’s book.  Use humor, snap shots, anything that 
captures the spirit of the platoon.  If you do it correctly the squads and sections will look for opportunities 
to contribute to the book.  Don’t allow unit mottos to become trite or meaningless.  If this happens it is 
evidence that your soldiers don’t understand why the unit uses the motto. 
 

How does all of this fit together? Developing a plan. 
 
 During you analysis of the unit you may find that the degree of cohesion in your platoon differs from 
that of the company in some of the factor areas.  This is not uncommon.  Squads, platoons and 
companies are unique groups and the degree of cohesion will change as the size of the group increases. 
 
 As you design your plan to develop a cohesive organization, focus your attention on:  
 
 - The factors of unit cohesion which can be improved in your unit. 
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 - The aspects of soldier team development and the factors of unit cohesion which you can 
influence. 
 
 - Establishing clear goals and objectives for each area or factor which you want to influence. 
 
 Once you have identified what you want to do: 
  
 - Brief your commander or supervisor on your observations, your goals, and objectives and ask 
for his/her input and assistance. 
 
 - Brief your subordinate leaders on your findings, seek their input, and work with them to develop 
an implementation plan. 
 
 - Execute your plan, recognizing that unit cohesion is developed from within the organization.  It 
cannot be imposed. 
 
 - After a reasonable period of time, conduct an after action review and make adjustments as 
necessary. 
 
 Remember that the level of cohesion in your unit is always in a state of change.  It changes as new 
soldiers join the unit.  It changes as groups go through the process of soldier team development.  It 
changes with the completion of major training exercises or events.  As a leader, your task is to create 
conditions which will enhance unit cohesion and keep cohesion at the highest level possible. 
 

SUMMARY 
 
 Unit cohesion is defined as: the bonding together of soldiers and their leaders in such a way as to 
develop and sustain their commitment to their unit and their resolve to accomplish the mission.  The key 
words in the definition are: bonding, commitment, and resolve.  Cohesion is developed within a unit by 
both the soldiers and the leaders. 
 
1.  There are three stages of soldier team development.  They are: the formation stage, the enrichment 
stage and the sustainment stage.  The formation stage involves the reception and orientation of new 
soldiers and during which the soldier is dependent.  The enrichment stage is where the new, independent 
soldier transitions from an independent soldier to become an interdependent member of the team.  
Mutual trust and confidence are formed during this stage.  The keys to developing cohesion during this 
stage are: training, building pride through accomplishment, and self-evaluation.  The sustainment stage is 
the final stage of soldier team development.  It is characterized by the internalization of the mission and 
its accomplishment through cohesive teamwork. 
 
2.  The steps in team bonding (building) can be summarized as follows: 
 
 a.  The soldier accepts him/herself as a member of the team with new roles and responsibilities. 
 
 b.  The soldier develops trust in the other soldiers and the leader based on their willingness to accept 
and trust him/her. 
 
 c.  Fear and distrust of other team members disappear as the soldier realizes his/her competence 
and worth. 
 
 d.  The soldier passes information rapidly and accurately to help others adjust to new situations. 
 
 e.  Team members become more dependent on each other. 
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3.  There are seven factors of unit cohesion which are common to all units.  The factor areas are used to 
assess or analyze the cohesiveness of an organization and to provide insight into what factor areas can 
be improved.  The factors of unit cohesion are: 
 
 a.  Leadership. 
 
 b.  Group (unit) characteristics. 
 
 c.  Individuals in the unit. 
 
 d.  Unit socialization. 
 
 e.  Unit and individual goals and objectives. 
 
 f.  Unit activities. 
 
 g.  Unit identification and history. 
 
4.  Determine the degree or level of cohesion in your unit by assessing the seven factors of unit cohesion.  
As you design you plan to develop a cohesive organization, focus your attention on: 
 
 a.  The factors of unit cohesion which can be improved in your unit. 
 
 b.  The aspects of soldier team development and the factors of unit cohesion which you can 
influence. 
 
 c.  Establishing clear goals and objectives for each area which you want to influence. 
 
5.  Once you know what you want to do to improve your unit’s level of cohesion, you should: 
 
 a.  Brief your commander or supervisor on your observations, your goals and objectives and ask for 
his/her input and assistance. 
 
 b.  Brief your subordinate leaders on your findings, seek their input, and work with them to develop an 
implementation plan. 
 
 c.  Execute your plan, recognizing that unit cohesion is developed from within the organization.  It 
cannot be imposed. 
 
 d.  Conduct an evaluation of your plan and make adjustments as necessary. 
 
6.  A unit’s level of cohesion is always changing.  It changes as new soldiers join the unit and it changes 
with the completion of major training exercises or events.  As a leader, your task is to create conditions 
which enhance unit cohesion and keep cohesion at the highest level possible. 
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HANDOUTS FOR LESSON 1:  L426 version 1 
 

This Appendix 
Contains 

This Appendix contains the items listed in this table-- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 

SH-2, Extract from Center for Army Leadership, U.S. 
Command and General Staff College, Lesson 158-100-
1240, Communicate Effectively as a Leader, The 
Communications Process 

SH-2-1 to SH-2-18 

SH-3, The Assigned Reading Pretest SH-3-1 to SH-3-6 
SH-4, The Assigned Reading Solution SH-4-1 to SH-4-6 
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STUDENT HANDOUT 1 
 

Advance Sheet for L426, Communicate Effectively as a Leader 
 

 
Overview The student handouts provide an advance sheet, two readings, and a pretest 

assignment. 
 

 
TLO Terminal Learning Objective (TLO) 

 
Action: Determine how to communicate effectively as a leader. 
Conditions: Given in-class experiences with the communication process, 

homework, and assigned readings. 
 

Standards: Demonstrated by successful completion of the practical 
exercises. 
 

 
 
Enabling 
Learning  
Objectives 
(ELOs) 

A.  Discuss the communication process. 
 
B.  Identify how individual perceptions affect communication. 
 
C.  Determine how leadership style affects communication. 

 
 

Student 
Assignments 

• Read Student Handout 1 and 2 
• Complete Student Handout 3, the Assigned Reading Pretest 
• Grade the Assigned Reading Pretest using Student Handout 4  
• Read Student Handout 5 

 
 
Additional 
Subject Area 
Resources 

None 

 
 
Bring to Class • All reference material. 

• Pen or pencil.  
• Writing paper. 
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STUDENT HANDOUT 2 
 

 
This Student 
Handout Contains 

This student handout contains 17 pages of extracted material from Center for Army 
Leadership, U.S. Command and General Staff College, Lesson 158-100-1240. 

  
(Reading/Study) Requirement Pages 

A Model of Communication SH-2-2 
The Communications Process SH-2-3 
Modes (Methods) of Communication SH-2-3 thru SH-2-5 
Communication Barriers (Noise) SH-2-6 thru SH-2-8 
Improving Communications SH-2-9 thru SH-2-10 
Prepare Yourself to Communicate SH-2-11 
Listening as a Communication Skill SH-2-12 thru SH-2-15 
Interpersonal Communications SH-2-16 thru SH-2-18 

 
 Disclaimer:  The training developer downloaded this extract from 

http://155.217.58.58/atdls.htm.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing Style 
Program. 

 
 



 

SH-2-2 

A MODEL OF COMMUNICATION 
 
 "That's not really what I meant!"  "But, I told them to..."  "You must have been mistaken."  "I thought 
you meant..." All of these common phrases serve notice that something has failed in the communication 
process.  Such miscommunications, of course, can be inconvenient when they occur in casual 
conversation.  However, they can have far-reaching implications for the leader if such problems occur in 
an organization.  Accordingly, we will look more closely at the possible sources of such failed 
communication.  Communication can be defined as the process of transferring information from one 
person to another.  Each transfer of information involves at least three basic elements:  a source (or 
sender) of the communication, a message to be transmitted, and a receiver--either a subordinate, a 
senior or a peer whom the source feels needs the information.  The message, of course, is influenced 
both by the content of the communication (the information to be transmitted) and the means of 
transmitting the content (voice, written, picture, or so on).  Each of these elements is a potential source of 
communication failure. 
 
 
 

INTENDED
MESSAGE

SENDER ENCODES
MESSAGE
CHANNEL

RECIEVER DECODES
AND SENDS
PERCEIVED MESSAGE
AS  FEEDBACK

PHYSICAL, ENVIRONMENTAL
AND PSYCHOLOGIAL

BARRIERS

(NOISE)

FEEDBACK
CHANNEL
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THE COMMUNICATIONS PROCESS 
 
 The simple communications model above shows the chain of events that takes place when the 
source initiates a communication.  The process begins with an intended message - something which the 
source feels needs to be communicated to another.  To add substance and meaning to the intended 
message, the source must encode this message into commonly accepted symbols which are believed to 
be understood by the receiver.  In this context, a symbol merely means something that stands for 
something else.  Selected words or phrases, expressions, and tones are all examples of symbols which a 
source uses to encode a message.  For instance, the words:  "You messed up!" coming from a superior 
may be symbolic of the message that the subordinate failed to satisfy the expectations of the superior.  A 
pointed finger may be a symbolic emphasis to that statement, while a raised voice may symbolize added 
emphasis.  
 
 The message, then, is the composite of all the symbols as they are assembled and processed by the 
source to convey the intended thought or idea.  The source consciously or unconsciously selects the 
message channel with which to convey the message: face-to-face, written, telephonic, or whatever the 
sender deems most appropriate.  Sometimes the channel is dictated by events such as distance, status, 
or organizational procedures.  Upon receipt of the message, the receiver decodes it by mentally sorting 
out the sometimes conflicting symbols and interpreting them.  For instance, the above communication 
(exclamatory comment, pointed finger and raised voice) accompanied by a smile on the sender's face 
may be interpreted as a joke rather than a reprimand.  In putting all of the symbols together within the 
constraints of the particular psychological environment, the perceived message is received.  To complete 
the process, the receiver responds in some way, thereby providing feedback to the source as to how the 
original message is received, interpreted, and acted upon.  In the case of our sample communication, the 
feedback may be a quizzical look, a nervous gesture, or some type of verbal acknowledgment.  In 
actuality, this feedback completes the cybernetic (or self-correcting) loop for the sender, who may now 
respond to the feedback received.  Feedback also constitutes a process reversal in which the sequence 
just described begins again.  That is, with feedback the receiver becomes the source, encoding and 
sending a message back to the original source.  If the receiver of our sample communication returns a 
message of disgust or lack of appropriate concern, or if the receiver misinterprets the source's smile, this 
would probably stimulate another message from the source to clarify or add more emphasis to the 
communication.  The sequence as described thus far is rather simplistic.  Only when we consider the 
noise in the system (distortions, disruptions and breakdowns that are part of the transmission process), 
do we begin to recognize the true complexity of the communication process.  Noise, which results 
primarily from source/receiver differences and unintended supplemental nonverbal communications, can 
often distort the message. 
 
 But what is communications?  We stated that basically, communications is the transferring of 
information from one person to another.  Maybe that is the standard definition, but what are you really 
trying to do when you communicate?  You are trying to transfer information, but the KEY is that you are 
trying to transfer THE MESSAGE YOU WANT TO SEND.  This is where you run into problems and where 
a thorough understanding of communication comes into play.  You must know the communication 
process, the possible barriers to your desired message being received and ways that you can minimize 
those barriers.  You will never totally eliminate all of the barriers, but you can minimize them so that your 
message is delivered.  If you want to be a successful leader you must learn to clearly communicate and 
reduce the effect of barriers which might distort your message.  
 

MODES (METHODS) OF COMMUNICATION 
 

 Often we think of communication only in terms of oral or written communications and forget that a 
large part of our communication occurs through nonverbal means.  Regardless of whether you are 
communicating with an individual, a group, or several groups, you will use one of or a combination of the 
following three communication modes.   
 
 Written communications.  Using the Army writing style will help you more accurately convey what 
you intend to say.  You should write so that your intended message is transmitted to the reader in a 
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single, rapid reading.  To accomplish this your writing should be generally free of errors in mechanics, 
grammar, and usage; be concise, organized, and succinct; make use of active voice short words, short 
sentences and short paragraphs; avoid the use of jargon and acronyms; and be appropriately 
personalized for the audience.  You also need to make sure that your writing format and approach is 
formal or informal, as appropriate. 
 
 Remember, when you communicate in writing, you are not present to explain your intent to the 
reader.  By following Army writing guidance you increase your chances that your intended message will 
be the one received. 
 
 Oral (verbal) communications.  The general Army communications guidance is a good guide for 
you to follow in all types of oral communications.  Your oral communications should be generally free of 
errors in mechanics, grammar and usage; be concise, organized and succinct; limited in the use of jargon 
and acronyms; and appropriately personalized for the audience.  Oral communications can be formal or 
informal.  You can communicate orally with a group (or groups) or with an individual.  You can 
communicate in a face-to-face environment or communicate from a distance for example by telephone or 
radio.  Briefings are another common means of oral communication.   
 
 Nonverbal communications.  Your nonverbal communication, or body language, is usually 
involuntary but can also be deliberate.  Because nonverbal communication is usually considered to be 
involuntary, it is often considered to be a more valid reflection of the message being sent. 
 
 In face-to-face communications, the actual words constitute only a small portion of the total content.  
The way you arrange and present the words (in terms of tone, rate, inflection, pauses, and facial 
expression actually provide most of the message’s content to the audience.  Sometimes, words 
themselves cannot stand alone and depend on nonverbal components for true intent.  For example, “Isn’t 
this just great” can be an expression of distress, sarcasm, or joy depending upon the nonverbal 
components which accompany the words.  In this case, and in many others, your intent is almost totally 
dependent upon the nonverbal components which accompany the words used. 
 
 In face-to-face communication situations nonverbal indicators are critical.  This is also true of 
messages sent though visual means such as TV.  Although you are often unaware of it, you look for the 
nonverbal indicators as you listen to any message.  If the nonverbal component of the message supports 
the verbal portion, it can reinforce the intended meaning of the message and assist the receiver in 
properly decoding the message.  However, if you say one thing and nonverbally transmit another, the 
receiver tends to give more credence to the nonverbal components.  The credibility of a source who is 
perceived as frequently sending contradictory messages diminishes.  Some forms of nonverbal 
communication include: 
 
 a.  Eye contact.  Maintaining eye contact is usually an indication of interest and concern.  It is also 
considered an indication of self-confidence and self-control.  Women generally continue eye contact 
longer than men.  Eye contact tends to be maintained longer when good news is being passed.  Some 
cultures tend to avoid eye contact more than others.  You also tend to maintain eye contact with those 
you like and avoid eye contact with those you dislike.  High status individuals tend to exhibit less eye 
contact than persons of lower status. 
 
 b.  Facial expressions.  Facial expressions can reveal a lot about how others are receiving your 
message.  Indicators include the lines in the forehead, the position of the eyebrows, how wide the eyes 
are opened, how the lips and chin are positioned, and the clenching of the jaws.  There are other facial 
messages which you can learn to recognize such as blushing, redness, etc.  Some cultural groups use a 
lot of facial expressions while others are more controlled in the use of facial expressions.   
 
 c.  Gestures.  We give emphasis to our words and attempt to clarify our meaning through the use 
of gestures.  Gestures include movements of the head, shoulders, arms, hands, and legs.  Some cultures 
use a lot of gesturing.  Gestures do not mean the same thing to all people.  For example, the common 
“we’re number one signal” is considered obscene in some cultures.   
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 d.  Posture.  How you sit or stand signals how an individual is relating to the environment.  Watch 
the body language of others and you can get an idea of the interactions between those involved in the 
situation.  The angle at which a person stands or sits in relation to another person varies with the 
situation, sex and ethnic group.  Leaning forward tends to indicate interest while leaning away tends to 
indicate inattentiveness or evaluation.  However, individuals tend to become rigid and tense around those 
of greater status or those whom they perceive as threatening or whom they dislike.  People tend to relax 
only to a moderate degree around those whom they consider to be their peers.  Those who perceive 
themselves as higher status generally are more relaxed in posture than lower status persons.  Strutting, 
standing (when others are seated) and hands on hips are all nonverbal cues of high status persons.  In 
addition, people also express their responsiveness through gestures such as shifting positions. 
 
 e.  Handshake.  The initiation of the handshake, the type, grip, pressure and release provides 
information about the individual’s reaction to you and about the other individual’s self-confidence.  
Generally, a handshake is considered to be an indication of cooperation or acceptance.  A direct, strong 
handshake generally implies a positive self-image or enthusiasm for the other person.  There are 
differences in cultures and between sexes.  For example, in the past, women did not typically shake 
hands and, if they did, they initiated it. 
 
 f.  Personal space.  Distancing is another nonverbal communication.  Some people have the need 
to keep distance between themselves and others.  If you invade their personal space, they may become 
tense or uncomfortable.  Interestingly, too much distance tends to be taken as an indication of negative 
feelings or discomfort.  There are cultural, gender and ethnic differences in the way personal space is 
perceived. 
 
 g.  Vocalism.  How you accent words or emphasize words when you speak may imply a different 
meaning than the words themselves.  The way you emphasize certain words or the tone of voice you use 
can send “mixed messages” to the receiver.  Vocal cues can send messages of liking, status and 
responsiveness.  Hesitations and the use of “uh, uh”, etc., when at a loss for words can also interfere with 
the meaning relayed. 
 
 h.  Symbolic.  You communicate information about yourself through the symbols you use.  
Symbols are a real part of your communication.  The symbolic communications mode is essentially 
passive and messages emitted in this way are easily misinterpreted.  Symbolic communications include 
the following (among many others): 
 
 1.  Clothing (to include uniforms) 
 2.  Hair (to include length and beards) 
 3.  Jewelry. 
 4.  Cosmetics or makeup. 
 5.  Make of car. 
 6.  Location of one’s house. 
 7.  Type of paper used for a written communication. 
 
 When we talk about the modes of communication, we usually talk about oral, written and nonverbal 
as if they are separate and distinct communication modes.  In actuality, they are interrelated.  During oral 
communications, nonverbal issues influence heavily whether or not the desired message will be relayed.  
This is also true in written communications.  The mode through which your communication is presented, 
the language used, the format, etc., all influence what is gained from your message.  Therefore, if you 
want THE message you intend to be received, you must become aware of the factors which influence the 
results of your effort.  The message is more than the words you use.  Actually, the verbal portion of a 
message constitutes only a small portion of the total message content.  It is estimated that the total 
impact of an oral communication is 7% verbal, 38% vocal, and 55% facial.  In written communications, the 
words you use and how you group the words are extremely important as they stand alone.  However, the 
reader does have the ability to go back and reread or make notes. 
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COMMUNICATION BARRIERS (NOISE) 
 

 If you are to be a successful communicator, you must become concerned about the interpersonal 
nature of the communication process.  Too often you will find that you concern yourself with how you 
send a message and ignore how the message is received.  However, in reality, communications depends 
upon the recipient acting in the appropriate manner.  Anything which prevents understanding of the exact 
concept or information intended by the sender is a communications barrier (often referred to as noise as 
indicated on our model).  If noise exists at any step in the communication process, clarity of meaning and 
understanding is impaired. 
 
 In this section we are going to discuss some noise or barriers to effective communication including 
differences in experience, perception, value judgments, source credibility, semantic problems, filtering, 
time pressures, overload, and incomplete messages.  The sources of noise can exist in one-to-one 
communications (interpersonal) or in a group.  In the group setting the potential for communication 
barriers is increased.  When the leader is communicating with a group, he/she must be aware of the 
potential communication pitfalls and structure the communication effort in view of the increased potential 
for failure. 
 
 Experience/Frame of Reference.  Individuals can interpret the same message in different ways 
depending of their previous life experiences.  The closer the experiences of the individuals attempting to 
communicate, the more likely that the communication process will be effective.  Where there are 
differences in experiences, the likelihood of a breakdown in communications becomes greater.  Where 
individuals have distinctly different frames of reference, effective communication between the individuals 
is difficult to achieve. 
 
 Frame of reference differences include such things as the generation gap, types of jobs performed by 
the individuals, differences in rank and differences in branch (e.g., Finance vs. Armor).  Each of these 
factors can result in differences in perception of the message.  The frame of reference at the platoon level 
differs from the frame of reference at the brigade level.  As a result, the needs, values, attitudes, and 
expectations of the two individuals or groups involved in the communications effort will differ. 
 
 In situations involving differences in frame of reference, neither the sender nor the receiver is right or 
wrong; it is just that the situation or frame of reference changes the message or value of the message.  
Individuals choose that part of their previous experiences which most closely relates to their current 
experience to help them form conclusions and judgments.  These differences lead to encoding and 
decoding differences and are potential communications barriers. 
 
 Selective Perception.  Selective perception happens when you block out new information, especially 
when it conflicts with what you believe or your reality.  As a result, when you receive information, you tend 
to hear only that part of the message that conforms to your beliefs.  The information which tends to 
conflict with your conclusions is either not processed or is distorted.  Perception barriers can result from 
differences such as background, religion, cultural group, personal beliefs, education or needs.  Any of 
these factors, plus a multitude of others, can cause a breakdown or distortion in communication. 
 
 No two people view the world in exactly the same way.  Your perceptions are unique and reflect the 
sum of the total of the experience that constitutes your reality.  In turn, what others see or hear is likewise 
bound by their own experiences.  (This concept becomes extremely important when you realize that the 
source selects and arranges symbols to construct a message which represents a thought or idea.)  These 
differences are due primarily to psychological factors which function as filters through which we see and 
hear the world and our reality.  We usually presume that the receiver attaches the same meaning as we 
do to each symbol and therefore will interpret the message exactly as the sender intends.  For example, 
your commander may send you a memorandum saying that money is tight and that all purchases or 
training expenses must be reduced.  You may be amused or you may react negatively if the commander 
is traveling extensively or making large purchases such as carpeting, computers, etc.  Whether or not the 
expenditures are justified is not important; the preconceptions (in this case the commander takes care of 
himself at the expense of others) may result in a breakdown in communications.  
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 As expected, preconceived ideas result in stereotyping.  Stereotyping is a barrier to communications.  
When you stereotype, you use selective perceptions and tend to hear only those things which support 
your stereotypes.  For example, some leaders stereotype women, some women stereotype men, some 
individuals stereotype by race religion or place of origin.  Leaders must become aware of the stereotyping 
beliefs they hold so that they can work to eliminate/recognize these preconceptions.  Failure to 
acknowledge to yourself that you have stereotypes about groups (positive or negative) will interfere with 
your communication efforts.  Consider the effects of the following preconceptions:  a leader who does not 
behave in a dominant, “macho” manner is weak and ineffective; a woman who wants to be a fighter is not 
a “true woman.”  In situations such as these, the price is usually miscommunications and possibly failure 
to perform as an effective leader.  
 
 Poor Listening Skills.  Much of your time is spent listening.  Unfortunately, too often we hear what 
another person is saying but do not listen.  Part of the problem may result from the fact that we think 
much faster than we speak.  As a result, we develop poor listening habits where we form an opinion of 
the subject, make a decision about the subject, or focus on what we want to say next while the message 
is still being delivered.  The effects of poor listening habits can be disastrous in an Army setting if either a 
leader or a subordinate fails to listen to the other.  The result can easily be the loss of life or scarce 
resources. 
 
 Value Judgments.  Value judgments color every communication effort.  Prior to the receipt of the 
entire message, the receiver has already placed a value on the message.  For example, you may 
discount a message from a subordinate because “she/he is always complaining about something.”  
(Values are related to selective perception discussed above.)  Additionally, as much of our 
communication occurs via telephone, how you answer the phone, how long you put the individual on hold 
before getting back to him/her, or how the caller is bounced around from person to person, colors the 
communication.  You must consider these factors if you want to eliminate or delete communication 
barriers in your organization.  For example, referring to some MOSs as being part of the “real Army” and 
others as being “staff weenies” may be taken to mean that you value the contributions of some groups 
more than you value the contributions of others.  Whereas some may take it as friendly banter, others 
may be offended. 
 
 Credibility of Source.  The credibility given to the source of the message by the receiver affects how 
the receiver views and reacts to the verbal and nonverbal aspects of the communication.  Credibility 
includes the trust, confidence and faith that the receiver has for the words and actions of the source.  
Thus, the degree of credibility that the intended receiver of your message places on your message is 
affected by his/her opinion of you and past experiences with you.  For example, if you verbally promote 
equal opportunity, but treat groups differently, your credibility as a fair leader will suffer and your 
messages will be filtered through this reputation. 
 
 Semantic Problems.  When you communicate, you encode your message into symbols which you 
feel fit the message and are familiar to the receiver.  Unfortunately, the same words mean different things 
to different people.  Understanding is in the receiver and not in the symbols. 
 
 Subgroups within the Army develop words, phrases and acronyms which have specific meaning to 
that subgroup.  This language serves a useful purpose as it can increase the sense of belonging, 
cohesiveness in the group and self-esteem of the group members.  It can facilitate effective 
communication within the group, but it can result in serious communication breakdowns with other groups 
and persons--even in the same organization or on the same post.  In fact, such “special” language is 
often not for the transmission of information but is a means of making the group special or unique.   
 
 Filtering.  Filtering amounts to “manipulating” the information so that it is perceived as positive by the 
receiver.  The reason for manipulation of facts is clear when you see that in a hierarchical organization 
the superior is the one who evaluates the subordinate, approves requests for funding, etc.  It is easy to 
see that the subordinate wants to be seen in the best possible light.  The filtering of information is much 
more common in the hierarchical organization than in a more horizontal organization as there is less 
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opportunity for the layer below to take out information before it gets to you or before you can filter 
information going to your superior. 
 
 Leaders are also guilty of filtering the information they provide to subordinates.  The negative aspects 
of a requirement may be exaggerated in order to encourage the subordinates to work harder to achieve a 
goal.  Filtering can also occur when the leader wants to present an issue in a more positive light possibly 
to enhance his/her image or to lessen the negative impact of the message. 
 
 Time Pressures.  Time is a barrier to communication since the leader does not have time to 
individually communicate with every subordinate.  Short circuiting the system by circumventing the normal 
communication channel can lead to communication problems and serious errors.  For example, going 
directly to the team leader rather than the platoon leader can result in a lack of trust in you as a leader.  
Each event must be carefully weighed before the chain is ignored.  This is especially important once the 
communication effort is focused at the group level rather than the one-to-one level. 
 
 Communication Overload.  Information is necessary for effective decision making.  With the 
advances in technology, communication difficulties may arise not from a lack of information, but from an 
overload of information.  Leaders are overwhelmed by a deluge of information and data which hinders 
them from adequately responding to all of the messages they receive.  In response they screen out the 
majority of messages which, in effect, means that these messages are never decoded and the 
information is not reviewed.  Thus, in the area of communications, more is not always better. 
 
 As technology increases communication options and opportunities, the possibility for even further 
communication overload becomes a reality.  Techniques for effectively dealing with the increased 
communication must be explored.  Some include: 
 
 a.  Manage your messages.  Respond to those which are required reading first--for example, 
messages from your boss.  Read the others at a convenient time. 
 b.  Identify your preferred communication channel or channels and let others know.  If you are a 
voice person, consider asking others to communicate by phone. 
 c.  Don’t let your electronic mail pile up.  Make decisions and discard messages that are not 
needed or relevant. 
 d.  Investigate using filters or files for managing your e-mail. 
 e.  Be aware of your unit’s mission when identifying the messages which you will respond to.  
Your lack of response may keep your subordinates waiting for a decision to the detriment of your mission. 
 
 Incomplete Messages.  If the message you send does not contain enough information, the 
receiver(s) will fill in the missing ideas.  Given individual differences in personal experiences, perceptions, 
values, etc., the message received will not be the message sent.  The only solution for the 
communication problem is for you, as the leader, to plan your message and ensure that you include all of 
the required information in your communications. 
 
SUMMARY.  The communication barriers discussed above are not the only barriers.  As indicated, the 
barriers to communication are either within the individual or within the organization.  Since barriers do not 
tend to exist in isolation, communication failures tend to result from a combination of barriers. 
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IMPROVING COMMUNICATIONS 
 

 To communicate more effectively as a leader, you must improve your message and you must 
improve your understanding of what others are trying to communicate to you.  The following techniques 
can help you improve your communication process:  regulating information flow, feedback/follow up, 
using feedback, empathy, simplifying language, listening effectively, and using the grapevine. 
 
 Regulating Information Flow.  In some organizations, the leader can reduce the potential 
information overload by limiting communications to him/her to those things which deviate from the routine.  
Basically, in this arrangement, in formal communications the leaders are communicated with only on 
matters of exceptions and not for the sake of communication.  Too much regulation, however, can result 
in communication failure.   
 
 Using Feedback/Follow up.  The principle involved in the use of follow up/feedback as a 
communication improvement technique is to establish either an informal or formal mechanism by which 
the sender can check on how the message was actually interpreted.  In effect, the use of feedback/follow 
up makes communication a two-way process. 
 
 Feedback allows you to determine if the message you sent was the message received.  In face-to-
face communications, direct feedback is possible and relatively easy to use as a communication guide.  
In hierarchical organizations, feedback is more difficult to obtain.  Unless you value feedback, you will not 
receive it from your subordinates.  If leaders do not value feedback, subordinates will not provide it.  As a 
leader, you can encourage effective feedback by promoting feedback which is specific, descriptive, 
useful, timely, clear and valid.  Using these guidelines for the feedback you provide to others will lead to 
better two-way communication. 
 
 In a face-to-face situations, you should be aware of facial expressions and other signs that indicate 
how your message is being received.  It is often important to solicit questions from the receiver to be sure 
that your intended message is being accurately received.  Where more formal written communication is 
involved, the writer may specify specific forms and times for responding to ensure feedback. 
 
 Find a Common Ground.  Empathy, or the ability to put yourself in the other person’s position, can 
help eliminate many communication barriers.  The greater the gap between the experiences and 
background of the communicator and receiver, the greater the possibility of a communication breakdown.  
It is vital that you, as a leader, understand that the receiver is decoding your message and filtering it 
though his/her perceptions of the world.  You must attempt to find a common ground of understanding 
(common experience).  Military customs and traditions provide you a basis from which to start. 
 
 Simplifying Language.  Effective communications involves transmitting understanding.  The use of 
in-group language, jargon, or technical language can result in incomprehensible messages.  Simplifying 
language will help the communication process. 
 
 Effective Listening.  In order to listen effectively, you must stop talking.  Effective listening is not the 
same as hearing.  You must make a conscious decision to listen to the message.  Inattention is one of the 
major barriers to effective listening.  Effective communications involves attending to the message and 
being understood, as well as understanding. 
 
 Use the Grapevine.  Basically, the grapevine is an informal communication channel which bypasses 
the formal system.  Information usually travels faster in the grapevine than in the formal communication 
channel.  Because the grapevine fills psychological needs, it will always exist.  You will not be able to do 
away with it and can actually use it to enhance the communication in your organization.  One way to 
minimize the undesirable aspects of the grapevine is to improve other forms of communication in your 
organization.  If information is available to personnel, then damaging rumors are less likely to occur. 
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 Additional guidelines which help overcome barriers inherent in the communication process 
include the following: 
 
 a.  Understand what seniors, subordinates, and peers need to know to do their jobs.  Leaders at 
all levels must see the battle or the training from the eyes of seniors, their subordinates, peers, and 
support personnel. 
  
 b.  Information flow must be planned for and encouraged through the ranks.  An effective flow of 
information ensures that decisions will be made from knowledge of the situation rather than from a void. 
 
 c.  Understand how stress affects communications.  You need to understand the human 
tendencies under stress that create communication problems.  People do not see the same reality when 
they look at a situation or read a message.  Soldiers at all levels need to be clear and concise in their 
communications.  Prepare your soldiers to deal with stress and its effects on communications through 
realistic training. 
 
 d.  Teach and demand accurate reporting.  You have to be aware of the human tendencies that 
distort reality.  If something is not known to be a fact, do not report it as a fact.  Report it as whatever it is--
a perception, belief, opinion, or assumption.  Teach your soldiers to report matters exactly as they know 
them, based on what they see and hear.  No matter how great the pressures from a senior for progress in 
a situation, it is better to say, “I don’t know,” “I believe,” or “I’ll check and get back to you,” than to report 
as “fact” something you are not certain is a fact. 
 
 e.  Use several channels of communications and repeat important communications.  Since 
information can easily be filtered or blocked, you must use several channels to relay it.  Repeat 
information communicated to ensure it gets to all parts of the unit.  The following are some channels of 
communications: 
 
 (1)  Announcements. 
 (2)  Bulletin boards. 
 (3)  Meetings with the leaders in the chain of command. 
 (4)  Meetings with informal groups. 
 
 

SUMMARY OF KEY POINTS 
 
 *  Communication is the process of achieving common understanding and is undertaken to achieve a 
purpose. 
 *  If your message did not achieve the intended effect, communication has not taken place. 
 *  Nonverbal communications are powerful components of the communication process. 
 *  The organizational structure influences the communication process and must be taken into 
consideration prior to the communication effort. 
 *  Individual differences influence the success of the communication effort. 
 *  Communicators must be aware of communication barriers and their effects on the communication 
process in order to reduce their impact. 
 *  Consistent effort must be made to continue good communication procedures and to improve those 
which need improvement. 
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PREPARE YOURSELF TO COMMUNICATE 
 
 Communication is the means for transferring information from one person to another.  It involves a 
source of the communication, a message to be transmitted, and a receiver.  You as a leader must be able 
to communicate your intended message effectively.  If you use the following process, you will find that 
your communication efforts will be more accurate and effective: 
 
1.  Identify the purpose of the proposed communication: 
 a.  Determine what information you need to communicate. 
 b.  Determine why you need to communicate the information. 
 c.  Determine to whom you need to communicate the information. 
 d.  Determine if you are the correct source of the information. 
 
2.  Analyze the communication environment. 
 a.  Personal.  Determine your ability to accurately transmit the communication. 
 (1)  Expertise 
 (2)  Values 
 (3)  Expectations 
 (4)  Experience 
 (5)  Your authority to transmit the information. 
 (6)  Personal attributes which influence mode of communication. 
 b.  Audience.  Determine to whom you should transmit the information. 
 (1)  Expertise  
 (2)  Values 
 (3)  Expectations 
 (4)  Experience 
 (5)  Background (cultural, education and training) 
 (6)  Attributes which influence mode of communication. 
 c.  Environment.  Identify the environmental factors in the communication situation that may facilitate 
or hinder your message. 
 (1)  Identify factors which may facilitate the receiver’s accurate receipt of the intended message. 
 (2)  Identify factors which may hinder the receiver’s accurate receipt of the intended message. 
 d.  Choose an appropriate medium (or media) for the message. 
 (1)  Consider strengths and weakness of the media based on personal, audience, and 
organizational (environment) factors. 
 (2)  Determine the resource requirements for the media and availability of the requirements. 
 e.  Determine if the intended message was accurately received. 
 (1)  Identify techniques for determining if the intended message was received by the intended 
audience. 
 (2)  Determine if appropriate message was received.  If not, determine source of problem and 
approach to take. 
 
Summary.  Despite the fact that each of us communicates on a daily basis, we rarely think about the 
skills required to ensure effective communications.  You ability to communicate effectively will have a 
direct relationship to your leadership potential. 
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LISTENING AS A COMMUNICATION SKILL 
 

 No one can dispute or even overemphasize how important it is for any leader to be an effective 
communicator.  Communication skills are easily discussed, but often hard to assimilate in practice.  
Among the many skills of communication, listening skills are particularly critical, and often are the ones 
we lack the most.  In this article, we will explore the concept of “active listening” and how it applies to your 
role as a leader.  We will also explore the concepts of “problem ownership” and how we can communicate 
our feelings and needs assertively through “I-messages”. 
 
 Usually messages contain two elements: content and feeling.  These combine to give the message 
meaning.  However, to communicate clearly we must remember that meanings are in people, not in 
words. 
 
 Good listening involves attending to everything that is communicated to you both verbally and 
nonverbally.  This requires more than simply concentrating on what the other person is saying.  Good 
listening requires effective two-way communication--not just allowing the other party to talk, but involving 
yourself in the process to understand, and not just hear, what the other person is hearing.  It includes 
letting the other person know that you have heard him or her. An active listener is a good listener.  You 
can improve your listening skills by using the following guides : 
 
 a.  Find an area of interest.  Try to find an area of interest in the topic under discussion.  Say to 
yourself:  “What is he/she saying that I can use?” 
 
 b.  Judge the content, not the delivery.  Even if the delivery is boring, find out what you must 
know. 
 
 c.  Hold your fire.  Overstimulation is almost as bad as understimulation.  The overstimulated 
listener gets too excited too soon.  Learn not to get too excited about a speaker’s point until you are 
certain you thoroughly understand it. 
 
 d.  Listen for ideas.  Good listeners focus on central ideas.  They recognize when central ideas 
are stated, and they are able to discriminate between fact and principle, idea and example, or evidence 
and argument. 
 
 e.  Be flexible.  If there is the need, take notes.  Sometimes you will need to develop brief, 
meaningful records for later review. 
 
 f.  Work at listening.  Give the speaker your conscious attention. 
 
 g.  Resist distractions.  A good listener fights distractions.  By closing a door, shutting off a radio, 
moving closer to the sender, or asking him to speak louder, you can fight distractions and make your 
listening a matter of concentration. 
 
 h.  Exercise your mind.  Good listeners develop an interest in hearing a variety of presentations 
difficult enough to challenge their mental capacities. 
 
 i.  Keep an open mind.  Some words trigger emotional eruptions, serve as “red flags,” and distract 
you from understanding the message.  A good listener distinguishes between the sender’s intended 
message and the words the sender uses. 
 
 j.  Capitalize on thought speed.  There is evidence that most of us think about four times as fast 
as we talk.  Thus you have time to spare during every minute a person talks.  Keep you mind focused on 
the speaker.  If you allow your mind to wander, you find that when your thoughts return to the person 
speaking he/she is far ahead of you.  Good listeners use their thought speed to advantage; they 
constantly apply their spare thinking time to what is being said.  Develop a thought pattern to include the 
following: 
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 -  Try to anticipate what a person is going to talk about. 
 -  Mentally summarize what the person is saying.  What point is he/she making? 
 -  Weigh the speaker’s facts. 
 -  Listen “between the lines.”  Observe the nonverbals. 
 
 Active listening is a technique that allows you to see the world as the other person sees it and 
involves risk taking (because you may not hear what you want to hear).  The active listening technique 
does not threaten others or put them on the defensive.  It does not assume you know what the other 
person is going to say next.  This technique takes time and patience. 
 
 Active listening creates an open communication climate for understanding.  The listener learns what 
another’s meaning and feelings are about situations and issues.  Skillful, active listening can 
communicate acceptance and increase interpersonal trust among people and facilitate problem solving.  
You can become an active listener by practicing the following actions: 
 
 a.  Paraphrase (say the same thing back in different words).  Allow for correction.  Repeat as 
necessary (feedback and correction).  Paraphrasing, in essence says, “I am interested enough in what 
you are saying to hold it up like a mirror to see if I got it right.  And if I didn’t get it right, I want to hear it 
again in different words until I get it right.” 
 
 b.  Check your perceptions.  Say how you think the other person is feeling and allow for 
correction.  Feelings are often very relevant to the matter being discussed.  Perception checking, in 
essence, says, “I’m not only interested in what you are saying about something, but how you are feeling 
about it.  Here again, “I am willing to hold up a mirror to see if I got it right, and if I didn’t, I’ll try again.” 
 
 c.  Withhold evaluation.  Wait under understanding is complete before making evaluations and 
judgments.  You can get your agenda in, but be patient. 
 
 At first, it seems awkward and it is easy to fall flat on your face.  The only way to learn is to practice.  
If you continue to practice over months and years, you will internalize this skill and do it naturally.  Whey 
you first start active listening, you may want to tell the other person (as you listen) that you are practicing 
techniques to become a better listener.  For instance, “I” messages help in nonjudgmental listening:  “So, 
you are saying...?” or “I sense you’re feeling...” 
 
 Active listening is a skill for improved communication, but it can easily be misused.  Avoid the 
following pitfalls: 
 
 a.  Snap supporting makes light of another person’s feelings or ideas.  You snap support when 
you say things such as “Oh, don’t worry about it, everything will be all right,” or “Things will work out OK 
for you in the long run.”  When you do this, you invalidate the sender’s feelings by inferring there is no 
real reason for him to feel that way.  Instead of snap supporting, try to validate the way the other is 
feeling.  “I can see you are feeling frustrated, and that’s understandable,” or “That exact thing has never 
happened to me, but I can well imagine what it feels like.”  Note that you are not necessarily agreeing with 
the other person.  Saying, “I can tell you are feeling worthless,” is different than telling someone, “I see 
you are worthless.” 
 
 b.  Interrogating makes a person feel trapped, especially when questions appear in rapid order.  
You interrogate when you ask questions such as:  “What time did you do it?  Who saw you do it?  Are you 
going to tell the boss?”  Instead of interrogating, use open-ended questions to fill in information you need.  
If you ask, “How do you see the events which led to the signal line being cut” you leave room for the 
person to give you more information.  If you interrogate by asking,  “At what time did you cut the signal 
line?” you may send the message, “You cut the signal line too early, you dummy, and spoiled the whole 
field exercise!” 
 
 c.  Analyzing tries to find out why another person is feeling, saying, or doing things.  You analyze 
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when you say such things such as “What’s bothering you is that you have no confidence in yourself.  
What you are really feeling is anger at ___” or “I’ll bet you did it because you don’t like Tim and Sam looks 
like Tim.”  In doing this prematurely, you may attribute thoughts and motives that may or may not be 
there.  Try analyzing in a tentative way, such as “Do you think you might have done it because Sam looks 
like Tim?” 
 
 d.  Moral judging implies, or makes an evaluation that the action was either right or wrong, good 
or bad.  Statements such as, “I wouldn’t do that if I were you,” or “With that attitude, you’re bound to get 
into trouble” are examples.  If moral issues are important in the situation, let the other person arrive at his 
own moral judgment.  You might ask some leading questions like, “How do you really feel about it?” 
 
 Active listening is not appropriate in all situations.  Sometimes a person simply wants some help.  
Sometimes people are only looking for information or advice and are not trying to work out their feelings.  
For these two situations, active listening is inappropriate. 
 
 Active listening is most appropriate when a person expresses feelings about a problem or issue.  But, 
in such a situation, you must first clarify the critical issue of “problem ownership.”  The principle of 
problem ownership can be demonstrated in the following situations: 
 
 •  Person A’s needs remain unsatisfied by his/her own behavior.  A’s behavior doesn’t directly 
interfere with Person B’s personal satisfaction.  Therefore, A owns the problem. 
 •  Person A’s needs are satisfied, but A’s behavior interferes in some way with Person B’s 
personal satisfaction of needs.  Since B has the problem, B then owns it. 
 •  Person A satisfies personal needs, and A’s behavior does not directly interfere with Person B’s 
needs.  In this case, there is no problem. 
 
 The bottom line is this:  when someone else’s behavior is upsetting to you, you probably own, or at 
least co-own, the problem.  It may not be a problem at all to the other person.  In fact, he/she may be 
meeting his/her personal needs through that behavior you find so upsetting.   
 
 The person owning the problem must know how to confront it and communicate personal needs so 
that other people will listen.  However, people frequently confront problems in ways that tend to stimulate 
defensiveness and resistance.  The two most common approaches appear below: 
 a.  Evaluating--which communicates judgment, blame, ridicule, or shame (Don’t you know how to 
use that machine?  You’re late again”).  This method creates several risks: 
 1.  It makes people defensive and resistant to further communication. 
 2.  It implies power over the other person and 
 3.  It threatens and reduces the other person’s self esteem. 
 b.  Sending solutions--which communicates what the other person should do, rather than what 
the speaker is feeling you don’t come in on time, I’ll have to take action.  Why don’t you do it this way?”).  
Sending solutions carries risks: 
 1.  People become resistive if they are told what to do, even if they agree with the solution. 
 2.  This approach indicates that the sender’s needs are more important than the receiver’s. 
 3.  It communicates a lack of trust in the other person’s capacity to solve his own problems 
and 
 4.  It reduces the responsibility to define the problem clearly and explore feasible alternatives 
to a problem. 
 
 Problems can be confronted and personal needs made known without making other people feel 
defensive.  An effectively communicated message involves owning feelings, sending feelings, and 
describing behavior.  Sometimes communicating feelings is viewed as weakness, but the value of 
sending feelings is communicating honesty and openness by focusing on the problem and not evaluating 
the person. 
 
 a.  To communicate effectively, describe the behavior that you see, and explain how you feel 
about that behavior and how it specifically affects you.  DESCRIBE, DON’T EVALUATE. 
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Describing behavior is much different than evaluating it.  The underlined parts of the next statements 
evaluate behavior: 
 
 “I can’t finish this report if you are so inconsiderate as to interrupt me.”  “You’re a loudmouth.” 
 
 The underlined parts of the next statement describe behavior: 
 
 “I can’t finish this job if you keep interrupting me 
 
 b.  Use the “I-Message.”  The “I-message” is a tool for sending effective “feeling” messages.  Use 
“I-messages” when you have all or part ownership of the problem and need to communicate how you are 
feeling.  “I-Messages” are effective because--  
 
 -they place responsibility with the sender of the message. 
 -they reduce the other person’s defensiveness and resistance to further communication.  
Behavior descriptions provide feedback about the other person’s behavior but do not evaluate it. 
 -they honestly express the speaker’s feelings.  Feeling messages promote open 
communication in work and personal relationships. 
 

SUMMARY 
 
 The skills of sending feeling messages and listening actively can be applied to work, family and 
personal relationships.  No one is wrong; at most, someone is uninformed.  Avoid playing “superiority” 
games and find out more about the message and the sender. 
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INTERPERSONAL COMMUNICATIONS 
 

 The communication flow is the same whether it is from individual to individual in face-to-face or group 
settings.  This flow, also known as “interpersonal communications” varies from direct orders to informal 
and casual comments.  The primary way that you, as a leader, will communicate is through the 
information you receive and transmit or “interpersonal communications.  Importantly, the way that you 
receive and transmit the information depends in a large part on how you relate to the two senders of 
information -- yourself and others. 
 

What You Know About Yourself and Others 
 

 Information about you is held by you and by others.  But each person in the communication effort 
does not fully have or know that information.  The different combinations of knowing and not knowing 
relevant information leads to different perceptions of the message.  Even when communicating with a 
group, it is the individual perception which determines if the intended message is received.  A group 
setting just makes it more difficult for you to determine if your message succeeded.   
 
 The regions of information influencing communication can be divided into four combinations or 
regions of information known and unknown by self and others.  Reviewing the chart below, you can 
identify the arena, the blind spot, the facade and the unknown.   
In addition to serving as an explanation of what we and others know about us, the regions also serve to 
provide information about how leaders communicate with subordinates. 
  

a.  The Arena.  The Arena is the location which is most conducive to communication.  In the 
Arena all information necessary to carry on effective communication is known both to the leader and the 
receiver(s).  This is an area of common understanding and in which all involved share feelings, 
information, etc.   
 
 b.  The Blind Spot.  The Blind Spot contains information that you do not know about yourself.  
However, the group does know the information.  This occurs when you communicate all kinds of 
information to the group of which you are not aware.  This information may be in the form of verbal cues, 
mannerisms, the way you say things or the way that you relate.  Unfortunately, we are often unaware of 
the information about ourselves that we communicate to others. 
 
 c.  The Facade.  When information is known to the individual but not to others, the individual may 
present a false front or facade.  Thus, if your subordinate knows information and you do not, the situation 
may be damaging.  The Facade cuts down on the arena which reduces the possibility of effective 
communications. 
 
 d.  The Unknown.  The Unknown is an area where neither we nor the other know the relevant 
information.  In this case interpersonal communications will be poor.  This situation results in mutual 
misunderstanding. 
 

 
Ways to Improve Interpersonal Communications 

 
 There are basically two ways to improve interpersonal communications: feedback and exposure: 
 
 a.  Feedback.  When you do not know or understand some information, obtaining feedback from 
others who do know can lead to more effective communications.  In effect, the Blind Spot is reduced and 
the Arena increased.  Receiving feedback depends upon your willingness to hear what others are saying 
and on the willingness of others to provide it.  In order to do this, you must develop a receptive attitude, 
which encourages others to give feedback.  In effect, you are less able to control the obtaining of 
feedback than the increase in exposure.  Obtaining feedback is dependent on the cooperation of others, 
while exposure requires the active behavior of the self and the listening of others. 
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 b.  Exposure.  Increasing exposure requires that you reduce the Facade area.  Since the Facade 
contains information that you have been keeping from others, you can reduce your Facade by giving 
feedback (exposure) to others about your reaction to what is occurring.  This requires you to be more 
open and honest in sharing information with others.  This process is called exposure because it leaves 
you more vulnerable and often involves risks. 
 
 It is interesting to note that you are less able to control the obtaining of feedback than the increase in 
exposure.  Obtaining feedback is dependent on the cooperation of others, while exposure requires the 
active behavior of the self and the listening of others 
 

Leadership Styles and Communications 
 

 Your interpersonal style refers to the way that you prefer to relate to, or communicate with, others.  
The way you communicate, both as a sender and a receiver, is crucial for your communication 
effectiveness.  How you provide information, give commands and instructions, make efforts to influence 
and persuade, and provide information are all determined your communication style. 
 
 In reality, leaders differ in their willingness and ability to use exposure and feedback as techniques to 
improve communications.  Depending on the leaders use of exposure and feedback, four leadership 
styles can be identified. 
 
 a.  Type A (Unknown window).  Leaders who use neither exposure nor feedback are classified 
as Type A.  This leader is unwilling to increase the size of his/her Arena and as a result the Unknown 
region predominates in his/her leadership style.  Such leaders exhibit anxiety and hostility and give the 
impression of being aloof and cold and often exhibit anxiety and hostility.  Having several Type A leaders 
in an organization leads to poor and ineffective interpersonal communications and a loss of individual 
creativity.  These leaders tend to be autocratic. 
 
 Type A leaders are a mystery to his/her subordinates because they have trouble knowing where 
they stand with the leader and where the leader stands on issues.  When asked why he/she doesn’t 
participate more, the response may be something to the effect that one learns more by listening.  The 
leader tends to put a protective shell around him/herself leading to a separation from his/her 
subordinates.  Some refer to this type of communicator as a turtle. 
 
 b.  Type B (Facade window).  Some leaders desire to have satisfying relationships with their 
subordinates but because of their personalities and attitudes, they cannot open up and express their 
feelings and sentiments.  As a result, they cannot use exposure and must rely on feedback.  This overuse 
of feedback results in the Facade being the predominant feature of interpersonal relations.  The 
subordinates likely will distrust such leaders because they realize that the leader is holding back on ideas 
and opinions.  The Type B leader is often displayed by leaders who desire to practice some form of 
permissive leadership. 
 
 This Type B leader is one who tends to ask many questions but gives out little information or 
feedback.  The larger the Facade, the smaller the amount of information or feedback this leader provides 
subordinates.  He responds to the group by asking questions such as “What do you think about this?”  
What would you do if you were in my shoes?”  This type of leader is also known as an “interviewer” or 
“interrogator.” 
 
 c.  Type C (Blind spot window).  The leader who values his/her own opinions, but not the ideas 
and opinions of others, will predominately use exposure.  This results in an increase of the Blind Spot.  
Subordinates realize that the leader is not interested in listening but in telling.  As a result, Type C leaders 
often have subordinates who are hostile, insecure, and resentful.  The subordinates soon learn that the 
Type C leader is primarily interested in maintaining their own sense of importance and prestige. 
 
 Type C leaders tend to tell others what he/she thinks of them or what they are doing.  He gives 
feedback but solicits very little concerning him/herself.  This leader may criticize the group as a whole and 
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is viewed as a poor listener.  His/her few self-disclosures tend to be viewed as out of touch or evasive.  
This leader is often viewed as a “Bull-in-a-China-Shop.” 
 
 d.  Type D (Arena window).  This is the most effective interpersonal communication style and 
the one which uses a balance of exposure and feedback.  Type D leaders tend to be secure in their 
positions and feel free to expose their own feelings and to obtain feedback from others.  To the extent 
that the leaders practices Type D behavior successfully, the Arena becomes larger, and the 
communication becomes more effective. 
 
 Type D leaders are the ideal communicators.  The large Arena suggests that the leader is open to 
others.  Very little guesswork is needed to understand what the Type D leader is trying to do or 
communicate.  This leader makes use of both feedback and exposure.  Subordinates do not feel that they 
have to engage in game type behaviors in order to communicate with this leader.  
 
 In summary, the primary determiner of effectiveness of interpersonal communication is interpersonal 
style, and the attitude of leaders toward exposure and feedback.  The most effective interpersonal 
approach is used by the Type D leader.  Leaders who are Types A, B, and C resort to behaviors which 
are detrimental to the effectiveness of the communication process and to the organizational performance. 
 
 

INTERPERSONAL INTERPERSONAL 
COMMUNICATIONS MODELCOMMUNICATIONS MODEL

RECEIVING FEEDBACK

E
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I KNOW
YOU KNOW

BLIND SPOT

FACADE UNKNOWN
I DON’T KNOW

YOU DON’T KNOW
I KNOW

YOU DON’T KNOW

I DON’T KNOW
YOU KNOW
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STUDENT HANDOUT 3 
 
The Assigned Reading Pretest 
 

 
This Student 
Handout Contains 

This student handout contains the Assigned Reading Pretest. 

  
(Reading/Study) Requirement Pages 

Assigned Reading Pretest SH-3-2 thru SH-3-6 
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Complete the pretest prior to attending 
class and bring graded pretest to class. 

 
Assigned Reading Pretest 

 
Directions:  Answer all of the questions below.  Try to complete the pretest without using your reading 
materials.  When you complete the test, grade it.  If you scored less than 80%, you need to review the 
assigned material.  To determine your grade, count the number of points you correctly answered and 
multiply it by 2.  That will give you the percentage of questions you got correct. 
 
If you have questions about the test or material, make notes and bring those notes to class.  You will 
have an opportunity to ask questions. 
 
1.  Define each of the following terms in terms of the communication process: (1 point for each correct 
answer.) 
 
 a.  Sender 
 
 b.  Noise 
 
 c.  Receiver 
 
 d.  Encode 
 
 e.  Decode 
 
 f.  Barriers 
 
 g.  Feedback 
 
 h.  Message 
 
 i.  “I”-Message 
 
 j.  Written communications 
 
 k.  Nonverbal communications 
 
 l.  Paraphrase 
   
 m.  Channel 
 
 n.  Grapevine 
 
 o.  Communication overload 
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2.  Name 5 forms of nonverbal communication and explain how it can affect the communication process.  
(1 point for each correct answer.) 
 
 a. 
 
 
 
 b. 
 
 
 
 c. 
 
 
 
 d. 
 
 
 
 e. 
 
 
 
3.  Describe the communication process.  (4 points) 
 
 
 
 
 
4.  Communication only takes place when (2 points) 
 
 
 
 
 
5.  What is the effect of jargon and acronyms on communication?  (2 points) 
 
 
 
 
 
6.  What is probably the most important way to improve communications? (1 point) 
 
 a. Develop nonverbal skills. 
 b. Work at active listening.   
 c. Develop verbal skills. 
 d. Work on parroting skills. 
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7. What type of communication is it when a person’s posture sends signals that communicates how an 
individual is experiencing his/her environment? (1 point) 
 
 a. Verbal communication. 
 b. Nonverbal communication.  
 c. Encoded communication. 

d. Decoded communication. 
 

8. Clothes, hair, jewelry, make of car, and the location of one’s house are indications of what type of 
communication? (1 point) 
 
 a. Nonverbal communication. 
 b. Symbolic communication.  
 c. Verbal communication. 
 d. Status communication. 
 
9. Of the four parts of the communication process, which is encoded?  (1 point) 
 
 a. The message.  
 b. The sender. 
 c. The receiver. 
 
10. In the communication process, what are announcements, bulletin boards, as well as meetings with 
informal groups are considered to be?  (1 point) 
 
 a. Communication keys. 
 b. Communication characteristics. 
 c. Communication channels. 
 d. Communication avenues. 
 
11. What aspect of the communication process involves everything that is communicated to you both 
verbally and nonverbal? (1 point) 
 
 a. Active listening. 
 b. Good listening. 
 c. Keys to communication. 
 d. Communication characteristics. 
 
12. Which of the nonverbal communication listed below refers to invading of ones space  causing that 
person to become tense and uncomfortable? (1 point) 
 
 a. Gesturing. 
 b. Vocalism. 
 c. Posture. 
 d. Distancing.   
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13.  For each situation, communicate an I-message expressing specific behavior, feelings, and the effect 
of the continued behavior. 
 

a. A peer who is sitting next to you during an informal meeting is smoking a cigarette and the smoke 
is blowing in your face.  (1 point) 

 
 
 

b. A staff member borrows your new tape recorder without asking.  (1 point) 
 
 
 

c. A subordinate often yells across the office to get your attention.  (1 point) 
 
 
 
 d.  One of your peers is responsible for making changes in the training schedule, but he often 
 fails to tell you, and you need to know.  (1 point) 
 
 
 

d. Your clerk is repeatedly making the same typing error.  (1 point) 
 
 

 
14.  Define each of the following leadership styles in terms of willingness to share information about 
himself/herself. 
 
 a.  Type A (1 point) 
 
 
 
 b.  Type B (1 point) 
 
 
 
 c.  Type C (1 point) 
 
 
 
 d.  Type D (1 point) 
 
 
 
15.  Based on your own experience, which element of communication has most often been the cause of 
your failures to communicate?  What do you believe you can do to improve your communication 
effectiveness?  (1 point) 
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16.  Army personnel come from diverse backgrounds.  Should diversity affect the way the Army leader 
communicates with his/her troops?  Why or why not?  (2 points) 
 
 
 
 
17.  Are you most often a Type A, B, C, or D person when you engage in interpersonal communications?  
Are you satisfied to be what you think you are?  Why?  If not how could you change?  (1 point) 
 
 
 
 
 
18.  How can a leader improve his/her credibility as a communicator with subordinates?   
(1 point) 
 
 
 
 
 
19.  Describe a situation in which you have been the receiver in a one-way communication process.  Can 
you think of any reasons why some people might prefer this type of communications?  (1 point) 
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HANDOUTS FOR LESSON 1:  L427 version 1 

 
This Appendix 
Contains 
 

This appendix contains the items listed in this table--  

 SH-1, Advance Sheet  SH-1-1 thru SH-1-3 

 SH-2, Extract from TSP number 121-A-8010, Enforce 
Compliance With the Army’s Equal Opportunity and 
Sexual Harassment Policies 

SH-2-1 thru SH-2-11 

 SH-3, Extract from TSP number 121-A-8010, Enforce 
Compliance With the Army’s Equal Opportunity and 
Sexual Harassment Policies 

SH-3-1 thru SH-3-20 

 SH-4, Extract of message text from the Secretary of the 
Army and Chief of Staff of the Army dated 101800z, 
subject:  Dignity and Respect for All 

SH-4-1 and SH-4-2 

 SH-5, Text extract from Army Regulation 600-20, Army 
Command Policy, dated 13 May 2002 

SH-5-1 
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Student Handout 1 
 

  
This student handout contains the Advance Sheet. 
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Student Handout 1 
 

Advance Sheet  
 

 
Lesson Hours 

 
This lesson consists of two hours of small group instruction. 
 

 
Overview 

 
During this lesson you will learn about the Army’s Equal Opportunity/Equal 
Employment Opportunity Programs and receive training in the prevention of sexual 
harassment.  You will learn the leader’s roles and responsibilities toward the Army 
policy, their commitment to fair and equal treatment, perceptions and EO/EEO 
behavior patterns, the complaint process, and methods to resolve problems. 

 
 

Learning 
Objective 

Terminal Learning Objective (TLO). 
 
 
Action: Enforce the Army’s Equal Opportunity (EO) and Sexual 

Harassment Policy Within a Platoon. 
Conditions: While serving as a squad leader in simulated operational 

conditions in a classroom environment. 
Standards: • Listed the key elements of the Equal Opportunity (EO) and 

Equal Employment Opportunity (EEO) policies. 
• Listed the support system elements and the role that each 

plays to assist leaders in enforcing compliance with EO 
and EEO policies. 

• Described the different types of behavior that constitute 
violations of EO and EEO to include sexual harassment 
and discrimination. 

• Specified appropriate actions that may be taken to 
counteract noncompliance with EO and EEO policy. 

• Described appropriate individual and leader actions that 
prevent sexual harassment. 

 
       IAW AR 600-20. 

 
 ELO A     Define the Army’s Equal Opportunity (EO) and Equal Employment                                                 

                Opportunity (EEO) policies. 
ELO B     Identify unit leadership responsibilities for Equal Opportunity and Sexual   
                Harassment policies compliance. 
ELO C     Describe actions that constitute violations of EO and sexual harassment  
                policies and leaders’ appropriate response to the violations. 
ELO D     Describe the appropriate actions that leaders need to take to prevent     
                sexual harassment. 
 

 
Assignment 

 
The student assignments for this lesson are: 
 
• Read Student Handouts 1 thru 5.  
• Read AR 600-20, Chapter 2, para 2-1; Chapter 3, para 3-2; Chapter 4, para 4-

12, 4-13, and 4-19; Chapter 5, para 5-6 and 5-12; Chapters 6 and 7; Appendix 
E; and the Glossary, Section III.  
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Additional 
Subject Area 
Resources 

 
None 

 
Bring to Class 

 
You must bring the following materials to class: 
 
• All reference material received. 
• Pencil or pen and writing paper.  
 

 
Note to Students 

 
It is your responsibility to do the homework prior to class.  We expect you to come to 
class prepared.  You will participate in small group discussion.  We expect you to 
participate in the discussion by providing information you learned from your study 
and also your personal and observed experiences. Failure to study and read the 
assignments above will result in your inability to participate with the rest of the 
group.  Not having your input affects the group’s ability to fully discuss the 
information. 
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Student Handout 2 
 

  
This student handout contains seven handouts of extracted text from TSP number 121-
A-8010, Enforce Compliance with the Army’s Equal Opportunity and Sexual Harassment 
Policies. 
 

  
Disclaimer:  The developer downloaded the text in this Student Handout from the 
Reimer Digital Library.  The text may contain passive voice, misspelling grammatical 
errors, etc., and may not conform to the Army Writing Style Program. 
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Student Handout 2 
 

 
This Student 
Handout 
Contains 

This student handout contains seven handout extracts from TSP Number  
121-A-8010, Enforce Compliance with the Army’s Equal Opportunity and Sexual 
Harassment Policies, written by the Adjutant General School, Equal Opportunity 
Proponency Office, Fort Jackson, SC 29207. 
 
Number Title Page 
 
HO #1 

 
Army Policy Memorandum on EO 

 
SH-2-3 

 
HO #2 

 
EO Violations Subject to UCMJ Actions  

 
SH-2-4 

 
HO #4 

 
Sexual Harassment Behaviors Subject to UCMJ 
Actions 

 
 
SH-2-5 

 
HO #5 

 
Alternative Agencies  

 
SH-2-6 

 
HO #6 

 
Equal Opportunity Complaint Forms 

 
SH-2-7 thru 
SH-2-9 

 
HO #7 

 
The Army Equal Opportunity Complaint Process 

 
SH-2-10 

 
HO #8 

 
Reprisal Actions Subject to UCMJ Actions 

 
SH-2-11 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL  
SUBJECT YOU TO PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION ETC.) 
TO RECOVER PRINTING COSTS. 
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HANDOUT # 1 
 

Army Policy Memorandum on 
Equal Opportunity 

 
 
 “America’s Army serves as the nation’s leader in equal opportunity.  This success comes from total 
commitment to the ideals upon which our country was founded.  We must continue our strong leadership in 
this area to ensure equal opportunity for all.  To accomplish this, we, the Army’s senior leadership, reaffirm 
our commitment to these principles and will work to ensure the equal opportunity and freedom from sexual 
harassment are standard in America’s Army. 
 
 People are the cornerstone of readiness.  Sophisticated weapons systems and modern technology are of 
little value without a dedicated, trained team of professional soldiers and civilians.  They must know they will 
be treated fairly, and with dignity and respect in all aspects of performing the mission.  They have a right to 
expect from their leadership an environment in which their efforts can be fully directed toward mission 
accomplishment and not detracted by unequal treatment.  Leaders are expected to enforce the Army’s 
standards. 
 
 We are justifiably proud of the many accomplishments the Army has made in the field of human rights; 
however, much remains to be done.   Leaders at all levels must continue to ensure the environment in which 
our soldiers and civilians work and live is free from discriminatory practices.  Each individual has a right to 
compete for advancement based upon abilities and merit, irrespective of race, color, religion, gender, or 
national origin.   Army civilians are further protected against discrimination based on age and physical or 
mental disability.  Leaders at all levels have an obligation to create and maintain an environment with zero 
tolerance for discrimination and harassment. 
 
 We must continue to demonstrate that America’s Army is the equal opportunity leader for the nation and 
the institution where men and women of diverse backgrounds can achieve their full potential in support of the 
Army’s mission.” 
 
Signed by: 
Army Chief of Staff  and  the Secretary of the Army 



 

SH-2-4 

HANDOUT # 2 
 

EO Violations Subject to UCMJ Actions 
 

 
 

                        OFFENSE                                                                     ARTICLE 
Making racial or sexual comments 
and/or gestures 

Art 89 
Art 91 
Art 117 
Art 134 
 

Disrespect toward superior officer 
Insubordinate conduct towards WO or NCO 
Provoking speech or gestures 
Indecent language 

Offering rewards for favors which 
constitute an EO violation 

Art 134 Bribery and graft  

Attempts or offers with unlawful force 
or violence to do bodily harm to 
another person because of race, 
color, religion, national origin, or 
gender 

Art 128 Assault 

Making unsolicited and unwelcome 
sexual contact 

Art 134 Indecent assault 

Threatening the career, job, or salary  
of another unless they “cooperate” 

Art 127 
Art 134 

Extortion 
Communicating a threat 

Engaging in or condoning an EO 
violation 

Art 92 
Art 133 

Failure to Obey an order or regulation 
Conduct unbecoming an officer 

Influencing or threatening the career, 
pay, or job of another person in 
exchange for sexual favors 

Art 93 Cruelty and maltreatment 

Making false statements Art 107 False official statement 
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HANDOUT # 4 
 

 Sexual Harassment Behaviors Subject To UCMJ Actions 
 
 

BEHAVIOR ART OFFENSE 
Making sexual comments  
or gestures 

89 
 
91 
      
117 
134 

Disrespect toward a superior commissioned 
officer 
Insubordinate conduct toward WO or NCO 
Provoking speeches or gestures 
Indecent language 

Offering rewards for sexual 
favors 

134 Bribery and graft 

Making unsolicited and 
unwelcome sexual contact with 
intent to satisfy lust or sexual 
desire 

134 Indecent assault 

Threatening the career, job, or 
salary of others unless they 
“cooperate” 

127 
134 

Extortion 
Communicating a threat 

Engaging in or condoning sexual 
harassment behaviors 

 92 
 133 

Failure to obey an order or regulation 
Conduct unbecoming an officer 

Influencing or threatening the 
career, pay, or job of others in 
exchange for sexual favors 

 93 Cruelty and maltreatment 

Sexual intercourse was done by 
force and without consent (A 
husband can be punished for 
raping his wife) 

120 Rape and carnal knowledge 

Sexual intercourse with a female 
under 16 years of age who is not 
his wife (commonly known as 
statutory rape) 

120 Rape and carnal knowledge 

Unnatural sexual intercourse 
with another person of either 
gender or animal 

125 Sodomy 

Threatening another to obtain 
unlawfully anything of value - 
sometimes known as blackmail 

127 Extortion 

General Actions 134 Adultery 
Assault to commit rape or sodomy. 
Bribery and graft 
Wrongful Cohabitation 
Fraternization 
Indecent acts of liberties with a child 
Indecent exposure 
Indecent acts with another 
Pandering and prostitution 
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HANDOUT #5 
 

Alternative Agencies 
 
 
 Although handling EO complaints through the chain of command is strongly encouraged, 
this is not the only channel for addressing EO grievances.  Several agencies have specific 
command responsibilities that make them a viable asset in helping soldiers and family members 
resolve EO grievances.  The following are brief descriptions of frequently used agencies: 
 
 Equal Opportunity Adviser (EOA) :  Is assigned to help commanders at brigade or 
higher levels to implement their EO program.  The EOA is trained to receive, process, and 
conduct inquiries into complaints of discrimination and sexual harassment.  In addition, the EOA 
has the expertise to make recommendations for corrective actions and sanctions against 
violators of EO policies. 
 
 Chaplain:  Serves as advisor to the command on all religious matters and provides 
guidance on religious practices, family and marital counseling, and other secular or non-secular 
services.  The chaplain is the main subject matter expert on addressing issues about religious 
discrimination or accommodation. 
 
 Provost Marshal (PM):  Is primarily responsible for receiving and investigating 
violations of the UCMJ which are criminal in nature.  The PM is responsible to the Commander 
for monitoring the treatment of soldiers and investigating complaints of discrimination or unfair 
treatment by off-post activities. 
 
 Staff Judge Advocate (SJA) :  The SJA serves as an advisor in litigating criminal 
charges and prosecuting soldiers for criminal offenses; assesses trends in administering 
punishment and allegations of discrimination in administering military justice; may receive 
complaints about discrimination in legal proceedings or about administering judicial and 
nonjudicial punishment. 
 
 Community Homefinding Referral and Relocation Services Office (CHRRSO):  Is 
responsible for monitoring and administering the installation's housing referral program.  The 
HRO will receive and investigate complaints of discrimination in rental or sale of off-post 
residents. 
 
 Inspector General (IG):  Serves as advisor to the commander on all matters of 
command.  The IG is responsible for monitoring and inspecting command functions which are 
essential to mission effectiveness and combat readiness.  The IG's office is the principal agency 
for receiving and investigating complaints about command environment and leadership. 
 
 Medical Agency Personnel:  Medical agency personnel are assigned primarily at 
installation clinics and hospitals, but are also available at separate units, battalions, and 
brigades up to and including the Command Surgeon.  These personnel advise and assist the 
commander on matters about conserving and replenishing the command's fighting strength, by 
prevention, curative, restorative care, and other medical related services. 
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DA FORM 7279-R,  FEB 96

EQUAL OPPORTUNITY COMPLAINT FORM
For use of this form, see AR 600-20; the proponent agency is ODCSPER

AUTHORITY:
PRINCIPAL PURPOSE:
ROUTINE USES:

Title 10, USC Section 3013(g).
Formal filing of allegations of discrimination because of race, color, religion, gender, or national origin

This form and the information on this form may be used: (a) as a data source for  complaint information for production
 of summary descriptive statistics and analytical studies of complaints processing and resolution efforts, (b) to respond
to requests from legitimate outside individuals or agencies (e.g..., Members of Congress, the White House) regarding the 
status of the complaint or appeal, (c) to adjudicate complaint or appeal, and (d) for any other routine uses listed in  
AR 340-21, para 3-2.

Disclosure is voluntary; however, failure to complete all portions of this form may lead to rejection of complaint on the
basis of inadequate data on which to determine if the complaint is acceptable.

DISCLOSURE:

1.  NAME                                                                                       2.  RANK     3.  SSN                                     4.  UNIT

5.  RACE/ETHNIC GROUP                                                                                6.  GENDER                           7.  DATE 

PART I - COMPLAINT
8a.  NATURE OF COMPLAINT.   (Give, in as much detail as possible, the basis for your complaint; describe the incident/behavior(s) and dates(s)
of the occurrence(s); the names of parties involved, witnesses, and to whom it may have been previously reported; plus, and additional information that
would be helpful in resolving your complaint.  Attach additional sheets if needed.)

8b.  REQUESTED REMEDY.  (What do you think the final outcome should be?)

9a.  AFFIDAVIT.

I,                                                                                             have read or have had read to me
this statement which begins on this page (page 1) and ends on page              .  I fully understand the contents of the entire
statement made by me.  The statement is true.  I have initialed all corrections.  I made the statement without threat of
punishment, and without coercion, unlawful influence, or unlawful inducement.

                                                                                                                                 (Signature of Person Making Statement)

Subscribed and sworn to before me, a person authorized by law to administer oaths, this

           day of                                    ,  19       at 

     (signature of Person Administering Oath)                                               (Typed Name of Person Administering Oath)

9b.  REFERRAL
I acknowledge receipt of this complaint from                                                                                                   (name/rank)

of                                                                                              (unit)  on                                                              (date).

I understand I have 3 calendar days (next drill period for reserve soldiers) in which to inform the appropriate commander/
agency of the complaint and actions I propose to take.

9d.  GRADE                  9e.  DATE

9g.  SIGNATURE

9c.  NAME

9f.  AGENCY
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10a.  ACKNOWLEDGMENT.
I acknowledge receipt of this complaint, on behalf of (complainant’s name) 
submitted to me by (name, rank, alternative agency)

on                                                                                       .  I understand I have 14 calendar days (3 weekend drill periods for
Reserve components) in which to initiate an investigation into the complaint, implement a plan to prevent reprisal, complete
the investigation, and inform the complainant of the results of the investigation.

10b.  NAME                                                                                              10c.  GRADE                   10d.  DATE

10e.  ORGANIZATION                                                                            10f.  SIGNATURE

PART II - RESULTS OF INVESTIGATION

11a.  I (name of commander)                                                                                         reviewed the report of investigation into

your allegations.  I          Concur           nonconcur with the findings of the investigating officer.  I find that your allegations are:

     substantiated         unsubstantiated.  I base my decisions on the following points:

11b.  SIGNATURE OF COMMANDER                                                                             11c.  DATE

PART III - ACTIONS TO RESOLVE COMPLAINT

12a.The command has done (or will do) the following actions to resolve this complaint and continue to prevent acts of reprisal:

12b.  ADVISEMENT TO COMPLAINANT:  You have the right to appeal these actions to resolve your complaint.  You will 
have 7 days (next weekend drill for Reserve components) to submit your appeal in writing.  If you elect not to appeal, your
case is considered closed.  If you decide to appeal, state the basis of, or grounds for, your appeal in the space below.  I will
refer you appeal to the appellate authority, who will review your case and provide you feedback when the complaint is
completed.
12c.  SIGNATURE OF COMMANDER                                                                          12d.  DATE

12e.  ACKNOWLEDGMENT BY THE COMPLAINANT OF FINDINGS, FEEDBACK, AND APPEAL OPTIONS

12f.  SIGNATURE OF COMPLAINANT                                                                        12g.  DATE

PART IV - APPEAL

13a.  I elect to appeal the outcome of my complaint for the following reasons:

                                                        Continuation sheet(s) is attached                        Continuation sheet(s) is not attached
13b.  COMPLAINANT’S SIGNATURE
13d.  I have reviewed the complaint file, the investigative findings, and other information regarding this case.  My findings are:

13c.  DATE

13e.  SIGNATURE OF APPELLATE AUTHORITY                                                                                          13f.  DATE
   13e.  I acknowledge being counseled concerning the outcome of this appeal.

13g.  SIGNATURE OF COMPLAINANT                                                                                                            13h.  DATE
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EQUAL OPPORTUNITY COMPLAINT RESOLUTION ASSESSMENT
               For use of this form, see AR 600-20; the proponent agency is ODCSPER

In accordance with AR 600-20, Army Command Policy, 30 TO 45 calendar days (3-4 drill periods for reservists)
following final decision on any complaint (substantiated or unsubstantiated) of unlawful discrimination or sexual
harassment, an Equal Opportunity Advisor (EOA) will conduct an assessment of the effectiveness of corrective actions
and will seek to detect and deter any acts or threats or reprisal.  The equal opportunity advisor shall complete the
assessment and present his or her findings and recommendations to the commander within 15 calendar days (2d next 
weekend drill period for Reserve component).

PART I - COMPLAINT
1. CORRECTIVE ACTIONS.  The corrective actions taken as a result of the complaint of

                                                                                                                                       discrimination/harassment filed by
                                               (type)
                                                                                                         on                                                                         were:
                                    (rank/name)                                                                           (date)

2.  CONDUCT OF THE ASSESSMENT.  (EOA will list the dates and times of actions taken, interview personnel 
{include complainant, alleged perpetrator, key witness, members of the chain of command, and support chain, sampling
of unit members, etc..}, list surveys used, review of applicable unit records, etc..).  Add enclosures/memorandums for 
record to DA Form 7279-1-R as necessary.

3.  EFFECTIVENESS OF CORRECTIVE ACTIONS.  I conducted an assessment of the effectiveness of the corrective
actions taken on                                              .  My findings are:
                                        (date)

4.  REPRISAL.  I also sought to detect any incidents(s) or threats of reprisals(s).  My findings are:

PART II - RECOMMENDATION

5a.  Based upon my findings, I recommend           no further action              the following actions be taken:

5b. EQUAL OPPORTUNITY ADVISOR’S NAME/UNIT           5c. SIGNATURE                              5d. DATE

PART III - ACKNOWLEDGMENT

6a.  I acknowledge receipt of this assessment and the EOA’s recommendation.

         No further action will be taken                               The following actions(s) will be taken:

6b.  COMMANDER’S NAME/RANK AND UNIT                       6c.  SIGNATURE                            6d. DATE

This form will be retained on file with the original DA Form 7279-R

DA FORM 7279-1-R  FEB 96
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THE ARMY EQUAL OPPORTUNITY COMPLAINT PROCESS
    IF
  YOU
  ARE
  THE
VICTIM

MAKE AN INFORMAL
COMPLAINT TO REPORT
INAPPROPRIATE BEHAVIOR

CALL THE EQUAL
OPPORTUNITY
OFFICE AT YOUR
 INSTALLATION

        IF
BEHAVIOR
 PERSISTS

FILE A FORMAL WRITTEN COMPLAINT WITH
ANY OF THE FOLLOWING AGENCIES WITHIN
60 DAYS OF INCIDENT.

      Chain
          of
    Command

     Equal 
Opportunity
    Advisor

  Inspector
   General

    Housing
    Referal
     Office

     Staff
 Advocate
  General

Military
  Police

  Criminal
Investigator Chaplain Medical

 Agency

For complaint to be acted upon or referred to next higher command.

For complaint to be investigated and complaintant informed of results.
  (30 day extension may be granted from next higher command)

To appeal the investigative findings to the next higher command.

For following assessment after final decision on substantiated and unsubstantiated
complaints to detect and deter incidents of reprisal.

   3
days

  14
days

   7
days

30-45
 days

Handout # 7  
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HANDOUT # 8 
 

Reprisal Actions Subject To UCMJ Actions 
 
 
The following is a list of Articles contained within the Uniform Code of Military Justice (UCMJ) that 
relate to charges and punishment for acts of reprisal, intimidation or harassment: 
 
Article 77 - Principals:  makes clear that a person need not personally perform the act to 
constitute an offense. 
 
Article 78 - Accessory After the Fact:  the accused knew the offense was punishable, then 
comforted or assisted the offender to prevent apprehension or punishment. 
 
Article 80 - Attempts:  that the accused did certain acts in preparing to commit a certain offense 
under the code. 
 
Article 81 - Conspiracy:  that accused entered into agreement with one or more parties to commit 
an offense under the code, and committed an act to bring about the conspiracy. 
 
Article 92 - Failure to Obey Order or Regulation: that the accused had a duty to obey a certain 
lawful order or regulation and failed to obey.  
 
Article 93 - Cruelty and Maltreatment:  that certain person(s) were subject to orders of the 
accused and that the accused was cruel toward, or oppressed, or maltreated that person(s). 
 
Article 107 - False Official Statements:  that the accused knowingly signs any false record, 
regulation, order, or other official document with intent to deceive.  
 
Article 117 - Provoking Speeches or Gestures:  that accused wrongfully used words or gestures 
that were provoking or reproachful toward another subject to the code. (Does not include 
reprimands, censures, or punishment which is properly administered).  
 
Article 127 - Extortion:  that the accused communicated a certain threat to another to obtain 
something of value or acquire, advantage, or immunity. 
 
Article 133 - Conduct Unbecoming an Officer and Gentleman:  that the accused did or omitted to 
do certain acts and that these acts or omissions constituted conduct unbecoming an officer and 
gentleman. 
 
Article 134 - General Article:  that the accused did or failed to do certain acts and that the 
accused's conduct was to the prejudice of good order and discipline or discredit upon the armed 
forces.  
 
Article 134 - Threat, Communicating:  that the accused communicated certain language 
expressing or intent to wrongfully injure the person, property, or reputation of another person.  
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Student Handout 3 
 

  
This student handout contains 19 pages of extracted text from TSP number 121-
A-8010, Enforce Compliance with the Army’s Equal Opportunity and Sexual 
Harassment Policies. 
 

 
Disclaimer:  The developer downloaded the text in this Student Handout from the  

            Reimer Digital Library.  The text may contain passive voice, misspellings,  
            grammatical errors, etc., and may not conform to the Army Writing Style Program. 

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY 
WAY TO INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL  
SUBJECT YOU TO PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION 
ETC.) TO RECOVER PRINTING COSTS. 
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From TSP 121-A-8010, pages 8 and 9, paragraphs d thru d(6) (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
d.  EO PROGRAM COMPONENTS.  The Army's EO Program strives to ensure fair treatment of 
all based solely on merit, fitness, and capability, which supports readiness. EO is a responsibility 
of leadership and a function of command.  Essential to having a successful EO program a 
combination of elements must be in place.  These elements include a strong commitment by 
leaders to support the program, sequential and progressive training at all levels, an effective and 
responsive complaint system, affirmative action plans, feed back mechanisms and Equal 
Opportunity Advisors. 
 

(1)  Leader Commitment.  As a leader in today’s Army, you are obligated to consistently 
demonstrate your support and commitment for the Army's EO Program.  Leaders are the 
individuals responsible for ensuring a clearly stated policy on equal opportunity and sexual 
harassment is known by all individuals.  Leaders must also ensure the use of prompt and even 
handed enforcement for discrimination or sexual harassment violations.  The commander's 
personal policy statement should be presented during initial orientation for all incoming soldiers 
and be available for review at a convenient location within the unit. 
 

(2)  Sequential and Progressive Training.  Training is the primary method used to 
teach soldiers and civilians new skills and prevent inappropriate behavior.  Through training and 
education, the Army seeks to influence and promote an environment that treats everyone with 
dignity and respect.  Training is also the Army's method for improving communications and 
awareness that is vital to team building and unit cohesion.  The Army wants to ensure that 
soldiers and DA civilians understand not only the consequences of their actions but also feel 
assured of command intervention to correct EO problems. 
 

(3)  Effective and Responsive Complaint Process.  A key component of the Army's EO 
Program is an effective and responsive complaint system.  The Army has established a 
comprehensive complaint system for military personnel.  The Army wants to ensure that every 
soldier and DA Civilian has a readily available system for submitting their grievances without 
intimidation or threat of reprisal.  You will receive additional instruction on the Army’s complaint 
procedures during this period of instruction.  
 

(4)  Affirmative Action Plan.  Affirmative Action Plans (AAP) are planned, achievable 
steps that are designed to prevent, identify, and eliminate unlawful discriminatory treatment of 
soldiers.  These plans also assist in monitoring the progress of meeting the goals of equal 
opportunity. 
 

(5)  Feedback Mechanisms.  The Army has various methods of obtaining feedback on 
how well the EO program is working.  These methods include tracking the number of complaints, 
sensing sessions with soldiers, EO surveys and climate assessments.  All of these provide 
feedback to the chain of command and other senior leaders on the effectiveness of the Army's 
EO programs and policies. 
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(6)  Equal Opportunity Advisors.  Another key component of the Army's EO program is 
the Equal Opportunity Advisor (EOA).  Every unit in the Army from brigade level to major 
commands is required to have an EOA.  The EOA is the individual who receives special training 
in the area of equal opportunity.  Their primary responsibility includes receiving and assisting in 
processing individual complaints of unlawful discrimination or sexual harassment; assisting 
commanders in assessing, planning, implementing, and evaluating EO action plans; and 
understanding and articulating Army policy concerning equal opportunity.  
 
From TSP 121-A-8010, pages 9 and 10, paragraph titled RELATED 
LEADERSHIP ELEMENTS and paragraphs a thru h (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
RELATED LEADERSHIP ELEMENTS.  In addition to the program components there are six 
leadership elements that have special significance to Army leaders. 
 

a.  Military Discipline and Conduct.  Military discipline is founded on the principl es of 
self-discipline, the professional Army ethics and supporting individual values.  You demonstrate 
your commitment to these values in your leadership, by exhibiting fairness and equity for all 
soldiers and DA civilians regardless of race, ethnic origin, gender, or religion.  
 

b.  Issues of Appropriate Behavior.  Members of the military services are subject to a 
different set of behavioral standards than their civilian counterparts.  Within the civilian work 
environment, the pursuit of a romantic relationship may not receive the same level of scrutiny as it 
would for those in uniform.  When such attractions exist between soldiers of unequal rank and 
position, you, as leaders, must assess if it is appropriate as it relates to senior subordinate 
relationships.   
 

c.  During your military or civilian career, you will receive training on Army policy 
regarding senior-subordinate relationships, fraternization, standards of conduct, and the Army 
ethic.  The appropriateness of your conduct, with regard to EO and sexual harassment, will 
always be under close scrutiny, not only by your leaders but also by those you lead.  
 

d.  Extremist Organizations:  As leaders in today’s Army, you have additional 
challenges to deal with than existed a few years before.   You must not only reject participation in 
any organizations that may espouse extremist views, you must also be alert to signs and signals 
from your soldiers that might warn you to their personal involvement in such organizations.    You 
must thoroughly understand Para 4-12 of Chapter 4 in AR 600-20.  Definition of “extremism”: 
Advocating the supremacy of one race over another; creating or engaging in illegal discrimination 
based on race, color, gender, religion, or national origin; advocating use of or using force or 
violence, or unlawful means or laws of the United States or of any state; advocating or seeking to 
overthrow the government of the United States or any state by unlawful means.  
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e.  Army Language Policy.  All soldiers are required to have sufficient proficiency in 
English to enlist and must maintain or improve that proficiency to perform their military duties.  
We are all required to speak English on duty when doing so is clearly necessary to perform 
military functions, promote safety, or other legitimate reasons to accomplish the mission.  
Speaking a language other than English on the job is in no way totally prohibited.  Leaders should 
not require soldiers to speak English for personal communications that are unrelated to the 
mission.  Your sound judgment in such situations and an ability to communicate policy and 
rationale clearly will promote a healthy EO climate in your unit and ensure that operational 
communications are understood by everyone.  
 

f.  Accommodating Religious Practices.  The Army places a high value on the rights of 
soldiers to observe and practice their respective religions.  Therefore, the Army's policy is to grant 
requests for accommodation of religious practices when they have no adverse impact on 
readiness.   However, as you know, such accommodations cannot be guaranteed and must be 
considered on a case-by-case basis.   
 

g.  Requests for religious accommodation apply to four general areas:  worship, dietary 
practices, medical practices, and religious dress and appearance.  Although such requests are 
approved or denied by the commander, your challenge as a leader is to assist the commander in 
finding ways to grant accommodation while maintaining a sense of balance and equity and not 
arousing perceptions of preferential treatment or discrimination based on religion.  
 

h.  Women in the Army.  As a result of the new Secretary of Defense policy on the 
assignment of women, as of 1 October 1994, ninety-one percent of all Army career fields and 67 
percent of all Army positions became open to women.  Women are now authorized in 87 percent 
of the enlisted military occupational specialties, 97 percent of the warrant officer specialties, and 
97 percent of the officer specialties.  
 
 
From TSP 121-A-8010, pages 11 thru 14, paragraph titled LEAD-IN and 
paragraphs 1 thru 5 (this handout does not include NOTES contained in 
TSP 121-A-8010) 
 
LEAD-IN:  As Army leaders, you are responsible not only for establishing acceptable standards 
of behavior within your areas of responsibility, but you are also responsible for monitoring 
constantly to ensure that your standards are being maintained.  You cannot simply post a policy, 
or say that soldiers will or will not act or behave in certain ways.  You must constantly be alert and 
aware of what is happening.  To this end the Army's EO program calls upon you, as leaders, to 
perform certain duties and responsibilities in support of the Army EO Program.  To make the 
program effective, you and other unit leaders must take a positive, proactive approach in carrying 
out your EO duties and responsibilities.  This requires that you know and understand your EO 
role as it relates to those of the commander and other members of the chain of command. 
 
1.  UNIT CHAIN OF COMMAND.  The unit chain of command is designed to assist the 
commander in achieving primary goals and objectives to successfully accomplish the unit's 
assigned mission.  The command channel extends both upward and downward for transmittal of 
orders and other official communications between senior and subordinate personnel.  Equal 
opportunity is an integral part of unit leadership and therefore is a responsibility of the chain of 
command. 
 

a.  Your commander is ultimately responsible for everything the command does or fails to  
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do.  However to be effective, commanders must subdivide responsibility and authority to 
subordinate leaders and staff members.  This ensures a proper degree of EO responsibility with 
each member of the chain of command.  It is critical to the Army's EO Program, that unit 
commanders train subordinate leaders on the importance and function of this relationship.  
 

b.  The proper use of the chain of command with regard to EO matters is vital to the 
overall effectiveness of the program.  Soldiers must be aware of it's existence and proper 
functioning within the unit.  The relationship between the chain of command and soldiers must be 
a reciprocal commitment.  You must help ensure that effective communications and trust are 
important cornerstones in this relationship.  The chain of command is expected to resolve EO 
problems or complaints.  Therefore, soldiers are also expected to use the chain of command 
when communicating their issues and concerns about unit EO matters.  You have the 
responsibility to ensure through the chain of command that the commander is aware of problems 
which can affect discipline, morale and unit readiness. 
 
2.  NCO SUPPORT CHANNEL .  The NCO support channel parallels and complements the unit 
chain of command.  The NCO support channel represents a line of communication and 
supervision from the battalion command sergeant major (CSM) to the unit first sergeant (1SG) 
and then to other NCOs and enlisted personnel of the unit.  The scope of responsibility and 
authority to accomplish assigned tasks are defined by your commander.  The support and 
commitment of the NCO support channel is essential for implementing and maintaining a viable 
EO program. 
 
3.  The role and responsibilities of the unit leadership, whether it is enlisted or officer, is to assist 
the chain of command in meeting Army EO program objectives and should as a minimum 
accomplish the following: 
 

a.  Transmit and instill the value and importance of professional  Army ethics. 
 

b.  Plan, supervise, and manage day -to-day activities necessary for unit operations. 
 

c.  Train soldiers on EO policies and regulations, to include behaviors that communicates 
dignity and respect and the unit's EO complaint procedure.  
 

d.  Assist soldiers and their family members in resolving EO issues and complaints of 
sexual harassment. 
 

e.  Teach soldiers the history of the Army, a national leader in EO, to include military 
customs, courtesies, and traditions.  
 

f.  Teach soldiers about the mission of the unit and develop individual and team training 
programs to support the mission. 

 
g.  Administer and monitor NCO professional development programs, ensuring EO is an 

integral part of the NCO duty and responsibility.  
 

h.  Monitor and evaluate soldiers' performance, unit morale, and discipline.  Report EO 
deficiencies and problems to the chain of command.  
 

i.  Assist the chain of command in identifying and resolving EO issues within the unit.  
 

j.  Provide individual counseling, on -the-spot correction, and team training to correct 
inappropriate behaviors or violations to EO policies. 
 
4.  Equal Opportunity Representative (EOR).  EORs assist commanders at battalion-level and  
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below in carrying out the EO program within their units.  An EOR is tasked to perform EO duties 
as a part-time or secondary responsibility.  In addition the unit EOR assumes a special 
relationship with the chain of command and the leadership channels.  Soldiers who are appointed 
as unit EORs receive training on a variety of EO subjects and can advise and assist unit leaders 
in carrying out their EO responsibilities. The EOR’s EO duties and responsibilities include the 
following:  
 

a.  Recognize the detractors from healthy EO climate 
 

b.  Assist in conducting unit climate assessments 
 

c.  Assist unit leaders in conducting EO training 
 

d.  Liaison with other EORs and command/installation EOAs 
 

e.  Assist in planning and conducting ethnic observances  
 

f.  Serve as an EO resource person 
 
5.  Equal Opportunity Advisor (EOA).  Equal Opportunity Advisors are assigned as full -time EO 
duty positions at brigade or higher echelons.  They are trained to assist their commanders in 
developing their EO programs and assessing program effectiveness.  In addition they may be 
called upon to assist unit commanders in identifying and resolving EO problems and developing 
appropriate training.  Commanders who require EOA support, but do not have a full-time EOA 
available through their command, may request EO support from the nearest installation 
commander through an Installation Support Agreement.  The actual duties of an EOA and the 
relative emphasis on each duty varies according to type of unit, level of command, unit 
composition, location, and commander's guidance.  Some of these duties will include the 
following:  
 

a.  Assess indicators of discrimination 
 

b.  Recognize overt and subtle forms of sexual harassment 
 
c.  Collect and interpret demographic data 

 
d.  Assist in evaluating effectiveness of EO training 

 
e.  Process individual EO complaints 

 
f.  Conduct inquiries IAW commander’s guidance 

 
g.  Assist in planning and conducting ethnic observances  

 
h.  Conduct unit command climate assessments 

 
i.  Assist commander in resolving command EO issues and concerns. 

 
 
From TSP 121-A-8010, pages 15 thru 18, paragraphs a thru e (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
a.  EO VIOLATIONS .  These are the three basic concepts that define behaviors or actions which 
violate the Army's EO policies. 
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b.  RACISM.  Racism is defined as any attitude or action by an individual, group, or institution to 
subordinate another person or group because of skin color or other physical traits associated with 
a particular group.  As a leader, just being aware of a soldier's race or color, even for decisions 
about behaviors or other perceptual qualities, is not in and of itself racist.  Your behavior is racist 
when your reaction to such distinctions is to dominate or subordinate an individual or group on 
the basis of their race, skin color, or other physical traits.  There are more than one type of 
racism. 
 

(1)  Personal or Individual Racism.  Personal or individual racism refers to a person's 
prejudicial belief and discriminatory behavior against certain groups because of their race or skin 
color.  Personal or individual racism is motivated by a belief or assumption of superiority or 
inferiority based on skin color or some other physical trait associated with race.  Generally, 
minorities, who lack power and institutional support, cannot practice racism.  They can, however, 
act out racist behaviors.  As leaders, whether military or civilian, your superiority over your 
subordinates is derived solely from your rank and position, not your race or other physical 
characteristics. 
 

(2)  Institutional Racism.  Institutional racism refers to the policies of schools, 
businesses, law enforcement agencies, and other community and governmental activities that 
restrict the opportunities of certain groups because of race or skin color.  Unlike personal racism, 
institutional racism does not have to be a deliberate or intentional practice on the part of the 
institution.  The mere fact that certain groups are victims of unequal treatment due to their race or 
skin color is sufficient to classify an institution as practicing a form of racism.  Another aspect or 
way of viewing institutional racism is that the institution assumes no responsibility or blame for its 
actions or impact on others.  Examples of typical reactions or attempts to justify such actions are 
"These are the rules" or "I was just following orders". 
 
c.  SEXISM.  Sexism has many similarities to racism.  However, it is based on an attitude of 
superiority or inferiority because of gender differences .  Sexism is defined as an attitude, 
behavior, or conditioning that fosters stereotypes of social roles based on sex or gender.  Another 
aspect of sexism is the individual or group belief that the differences between genders allow 
members of one gender rights and privileges that are not extended to the other gender.  A leader 
of either gender can be sexist.  However, the greatest number of complaints about sexist 
behavior comes from women.  One of the reasons that sexism is so prevalent within American 
society is the socialization process.  This may also explain why sexual harassment, a by -product 
of sexism, is so prevalent in our society and so difficult to eliminate.  As with racism, it is difficult 
for women, who lack power and institutional support, to practice sexism.  Women leaders, 
however, just as men, can demonstrate sexist or pro-sexist behaviors. Some types of sexist 
behavior include:  
 

(1)  Ignoring women or women's issues.   The failure to acknowledge contributions 
made by women in the organizational discussion of a business or duty performance issue.  Other 
issues may typically include privacy in separate latrine facilities or special medical requirements.  
 

(2)  Exclusionary language.  Exclusive use of the pronouns "he" and "his", or the word 
"guys".  The habitual use of such expressions as "this man's Army". 
 

(3)  Speaking for women.  This is typically a tendency for a male to interject an answer 
to a question directed at a female, denying the female the opportunity to answer for herself.  
 

(4)  Paternalism. This involves the assumption of a role as the "father figure" to a female.  
A "daddy knows best" attitude.  The male attempts to take charge of the female in a fatherly way 
that is not in keeping with the work environment or any legitimate work relationship between the  



 

SH-3-8 

man and the woman, in the belief that women are the weaker sex, deserving man's care and 
protection. 
 
d.  PREJUDICE.  Prejudice is a negative attitude or feeling toward certain groups based upon 
faulty and inflexible generalizations.   A leader is prejudice if he or she holds an unfavorable 
opinion or feeling formed beforehand without knowledge, thought, or reason.  As a leader, you 
should be on guard against any preconceived opinion or feeling which is favorable or unfavorable 
toward certain groups.  You must also be prepared to combat the existence of such 
preconceptions among those you lead.  Prejudice is a major component of personal racism or 
sexism which is an over generalization of facts and erroneous beliefs.  Prejudice is first 
developed and manifested with two components:  the attitude or thinking component and the 
emotional or feeling component.  Attitudes of superiority and stereotypes are formed at the 
thinking level by people who believe they are better because of their rac e or gender.  Emotions 
such as fear, hate, or anxiety caused by close association with other racial or ethnic groups are 
strong by-products of prejudice at an emotional or feeling level. 
 
e. Prejudice Behaviors.  Another component of prejudice is the behavior associated with acting 
out the prejudice.  As a leader, you must be careful not to act out your prejudices by 
discriminating against any group or its individual members.  The more intense your prejudice is, 
the more likely your leadership will, either consciously or unconsciously, be affected by it. The 
behaviors that you, as leaders, or your soldiers may exhibit in acting out prejudices translate into 
five basic levels of action:  
 

(1)  Disparaging Terms.  People who are prejudice might act out their feelings in a 
variety of ways.  The first and most common form of prejudicial behavior is using degrading terms 
or words to describe members of a different gender or racial group. This behavior can be shown 
in a number of ways such as using phrases of color ("Male, white, and 21" or "barefoot and 
pregnant"), testimonials ("Some of my best friends are..."), and stereotype language ("We jewed 
him down"). Ethnic and sexist jokes are the most common and continue to get a lot of attention in 
the entertainment media.  Another common behavior is the use of negative ethnic or gender 
characteristics as metaphors.  Examples of these are:  "This whole operation looked like a 
Chinese fire drill."  "The detail was a Mexican showdown."  "The 1SG is an Indian giver.", or "The 
defending force in this exercise didn't have a Chinaman's chance." 
 

(2)  Avoidance .  Another behavior soldiers may exhibit as a result of personal prejudice 
is the use of avoidance.  If the feelings and emotions associated with the prejudice are intense,  a 
leader may feel compelled to avoid contact with the disliked group.  A soldier who is prejudiced 
may not wish to inflict harm upon members of the disliked group but simply withdraw entirely from 
them.  The need to avoid a specific group can come at a high cost in personal inconvenience and 
professional ineffectiveness. 
 

(3)  Discrimination.  A third method of acting out prejudicial behaviors is discrimination.  
Prejudiced leaders may make personal distinctions in their treatment of a specific racial or gender 
group.  They often actively strive to exclude or deny opportunities or fair treatment to soldiers and 
civilians in the disliked group that they offer to more favored groups. 
 

(4)  Physical Attacks.  A fourth type of behavior in acting out prejudice is to engage in 
physical attacks.  Under conditions of heightened emotions, prejudice may lead to acts of direct 
or indirect violence.  Direct violence is the actual assault on a person or group, while indirect 
violence is focused more at the property or institutions of the disliked group.  An example of such 
behavior would be the race riots that occurred on many installations in the late 1960s.  While 
such violence was once commonplace in the military, an improved EO climate along with a 
system of training and education has rendered such incidents almost nonexistent.  Physical  
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attacks constitute assault and, as such, are violations of the UCMJ which are addressed in 
Handout # 4. 
 

(5)  Extermination or Genocide.  The final and most extreme form of prejudicial 
behavior is extermination or genocide.  This is the ultimate degree of violent expression because 
of prejudice.  Acts such as lynching, massacres, holocaust, ethnic cleansing, and terrorism are 
some of the methods used, from a historic perspective, that define types of group extermination 
based on prejudice.  Activities such as these are not usually performed on an individual or 
personal level.  However, as demonstrated by a number of world conflicts, when enough political 
and cultural pressure is applied to military leaders and they acquire enough power to exercise 
their perceived ethnic superiority, then genocide is a real possibility.  
 
From TSP 121-A-8010, pages 18 thru 21, paragraphs a thru f (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
a.  DISCRIMINATION.  Discrimination can be defined as "the actions or practices carried out by 
members of dominant groups, or their representatives, which have a differential and harmful 
impact on members of subordinate groups."  As discussed during the previous learning activity, 
discrimination is one way individuals "act out" their prejudices.  Since prejudice is a mind -set or 
attitude, it has been suggested by some experts that our most successful strategy might be to 
prevent the prejudice from being acted on or exhibited in discrimination rather than trying to 
mount a direct attack on prejudice.  Discrimination can be broken down into two types. 
 

(1)  Discrimination and Power.  You, as a leader, must be especially sensitive to and 
understand the direct link between discrimination and power.  Without power, discrimination is 
ineffective; with power, prejudiced individuals can discriminate and maintain the dominance of 
one individual or group over another.  We use the term power in this context to describe the 
expenditure of energy to control or influence others, or to control resources, to get things done.  
An Army leader is given power to make decisions or rules which can effectively discriminate and 
define who belongs and does not.  Without power,  discrimination is relatively passive.  With 
power, unlawful discrimination is an unethical violation of the Army's policy because it denies fair 
treatment or any chance for equal opportunity. 
 

(2)  Personal Discrimination.  Personal discrimination is the action taken by an 
individual to deprive a person of a right because of race, color, religion, national origin, sex, or 
age.  Of special concern to you, the leader, is that these actions may be open or hidden, direct or 
indirect, intentional or unintentional.  Such discrimination might involve arbitrary decisions 
concerning personnel actions, awards, disciplinary actions, or punishments.  In your role as a 
leader, you may find it necessary to take actions which others may perceive as discriminatory.  
You have the authority to use people effectively to get things done.  You may have to assign PVT 
Sue Blue to clerical work and SPC Jim Slim to a cleanup detail.  Although your decision may be 
based on training, their specific skills, or past performance, both individuals could perceive this as 
discrimination.  As the leader, you may be called upon to show that you had a legitimate reason 
for your decision and that your purpose was simply to make the most effective use of your 
personnel. 
 
b.  INSTITUTIONAL DISCRIMINATION.  Discrimination can occur on a personal level or it may 
exist embedded in an institution.  As discussed earlier, prejudiced leaders practice discrimination 
by making personal distinctions in their treatment of other individuals or groups.  When whole 
organizations or societies practice this behavior, it is called institutional discrimination .  Within the 
military, institutional discrimination could be defined as any systemic or functional practices that 
discriminate or manifest unequal treatment because of race, color, national origin, religion, or 
gender.  Unlike other forms of discrimination discussed earlier, institutional discrimination is 
multifaceted and more complex.  Institutional discrimination, in most cases, is systemic because  
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the institution’s practices are legal and/or supported by the society. 
 

(1)  Just as with institutional racism, it is irrelevant whether the actions of the institution 
were intentional or not .  What matters is the disparate treatment or impact suffered by members 
of subordinate groups. 
 

(2)  Direct Institutional Discrimination.  There are two basic types of institutional 
discrimination:  Direct and Indirect.  Direct institutional discrimination refers to socially prescribed 
actions which, by intention, have a differential and adverse impact on members of subordinate 
groups.  In most instances, direct institutional discrimination is shaped by formal laws or informal 
rules that are imbedded in the routine operations or functions of the institution.  Today, such 
discrimination might be more prevalent in recruiting and hiring practices that are linked to 
traditional gender roles. 
 

(3)  Indirect Institutional Discrimination.  Indirect institutional discrimination refers to 
institutional practices that have a negative or differential impact even though the policies or 
regulations guiding those actions were established with no intent to do harm.  What is confusing 
and difficult to understand is that these policies and regulations, which appear to be written in 
neutral language, would produce unfair practices.  As leaders, you have a responsibility to help 
the Army identify such activities you may discover within your area of responsibility .   
 
c.  Side-Effect Discrimination. Side-effect discrimination refers to practices in one institutional 
area which have an adverse impact because they are indirectly linked to discriminatory practices 
in another institutional area.  An example in the military might be the competitive advantage that 
is recognized for combat experience.  For instance, a woman who, during her military career, was 
excluded from certain combat roles would be disadvantaged for assignments and promotions at 
higher levels where combat training or experience gave male competitors an edge for selection.  
Another example of side-effect discrimination would be a policy that required all MSM award 
recipients in a particular command to be in the grades of E7 and above.  If the racial 
representation at those upper levels was out of balance, in other words one racial group was 
predominant, then the awarding of MSMs would be equally disproportionate.  
 
d.  Past-In-Present Discrimination.  Past-in-present discrimination refers to the neutral practices 
of an institution (or organizational area) which inevitably reflect or perpetuate the effects of 
intentional discriminatory practices in the past.  The most prevalent form of past-in-present 
discrimination is one in which minorities or women are penalized becaus e they lacked some 
ability or qualification that was denied to them in the past.  As an example:  if an organization 
required its highest level managers to have served in numerous or all lower levels of 
management in order to be qualified for a certain promotion, and some of those lower levels had 
previously been closed to minorities, then there would be no minorities (or fewer) who met the 
criteria for consideration to the highest levels within the organization.  They are not excluded 
today because of their minority status, but they lack the mandated criteria because of past hiring 
and promotions policies. 
 
e.  Another example of this form of discrimination in the civilian arena, one that receives a great 
deal of attention today, is the seniority rule used by employers and unions who in the past 
intentionally discriminated against minorities or women, but no longer do so today.  However, 
when seniority is used as the primary factor for determining who is fired or laid off, minorities and 
women who were last hired will be the first to go.  In the side-effect example given earlier, if the 
racial imbalance at the designated grades was a result of previous discrimination in promotion 
practices, then the resulting imbalance in MSM awards would also be a form of past-in-present 
discrimination. 
 
f.  SEXUAL HARASSMENT .  Sexual harassment is a special form of gender discrimination.  
Although either gender may be the target of sexual discrimination or harassment, the majority of  
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complaints come from women. Similarly, under Title IX of the 1972 Education Act Amendments, 
academic advancement conditioned upon submission to sexual demands constitutes sex 
discrimination in education.   The underlying distinction between sexual harassment and other 
forms of discrimination is that the disparate or differential treatment is based on the demand for or 
denial of sexual favors. The behavior can be overtly threatening and offensive, such as a demand 
for sexual favors, or it may be something as seemingly innocent as referring to a co-worker as 
"sweetie" or "babe" .   In either event, whether the recipient is offended or not, the behavior is 
inappropriate for the work place and illegal under both military and civilian law.  Sexual 
harassment will be discussed in more detail later in this lesson. 
 
 
From TSP 121-A-8010, page 21, paragraphs a thru c (this handout does not include NOTES 
contained in TSP 121-A-8010) 
 
a.  EQUAL OPPORTUNITY AND THE UCMJ.  As a soldier, and especially as a leader of 
soldiers, any disobedience or misconduct on your part may have consequences unlike any in 
civilian life.  For example, sexual harassment by you or a soldier can seriously disrupt mission 
accomplishment.  It can also have fatal outcome on the battlefield. 
 
b.  Because of the serious consequences, we must approach and carry out the Army's EO 
program in a spirit of total commitment.  As Army leaders, you must ensure that all violations of 
EO policies are dealt with promptly, effectively and fully investigated when appropriate .  You must 
identify inappropriate behaviors and apply corrective actions which match the severity of the 
behavior.  Less severe acts might be dealt with by training or on-the-spot corrections, while more 
serious violations may required formal counseling or a recommendation for UCMJ action.  
Accused persons must have full access to all legal and regulatory protection. Taking these 
measures will help your soldiers to have trust and confidence in you and the chain of command.  
 
c.  The UCMJ provides a number articles which may be used to deal with EO and sexual 
harassment violations.  Refer students to the Student Handouts for a listing of the UCMJ Articles 
and actions relevant to EO Violations. 
 
From TSP 121-A-8010, pages 22 and 23, paragraph titled LEAD-IN and paragraphs a thru i 
(this handout does not include NOTES contained in TSP 121-A-8010) 
 
LEAD-IN:   As a leader, you are not only charged with the responsibility to recognize violations of 
the equal opportunity policies, you are responsible for taking actions to stop them and keep them 
from being repeated.  We will discuss what some of your options are during this block.  These are 
not all inclusive and you may find different alternatives available as time goes on.  The important 
lesson to be gained is that you must take appropriate actions when you observe violations of the 
equal opportunity policies.  It is important for you as leaders to know that there is no one correct 
way to handle all situations.  What might work for one soldier, at a given time may not be how a 
different soldier in a different situation should be handled.  This is where leadership, and 
supervisory skills must be applied.  
 
a.  On-the-Spot Corrections.  The easiest and a very effective tool to deal with violations which 
you observe is immediate confrontation of the offender when you observe something that is 
wrong.   Whether this would serve as a final action depends upon the gravity of the offense.  For 
example, suppose you overheard soldiers making a sexist remark toward another soldier.  
Directly confronting them, clearly explaining what you found offensive, and explaining that th is 
type of behavior constitutes sexism, or perhaps sexual harassment, and will not be tolerated 
could very well end the issue.  You have put them on notice that you are aware of their behavior 
and will not accept it.  If the soldiers learn from this, and change their behavior, you have solved 
the problem and it might not be necessary to take it any further.  
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b.  Counseling - Verbal and/or Written.  Counseling a soldier for violations of EO and sexual 
harassment policies is another option.  This provides the soldier with reinforcement that you find a 
particular action unacceptable and that you are concerned enough you want to make a record.  It 
demonstrates that he or she is going to be monitored in the future.  It also drives home the point 
that when you are keeping a documented record of their actions and any future violations could 
incur even more serious consequences. 
 
c.  Training/Education.  As a leader, you should be attuned to the climate in your section or unit.  
As you develop your impressions over a period of time, you may decide that training is in order to 
raise the sensitivity level within your area of responsibility.  You can contact your unit Equal 
Opportunity Representative (EOR) and ask for a class to be presented.  It can be tailored to fit 
whatever area you feel is a problem.  If you do not have a unit EOR, then your installation or 
command has a Equal Opportunity Advisor (EOA) who will be able to assist you in presenting 
training.  This can be done over and above the mandatory requirements for equal opportunity 
training your unit should already be providing.  
 
d.  Deny Promotion/Advancements.  If a soldier has committed actions which constitute 
violations of the EO or sexual harassment policies, and you have documented them via 
counseling statements, then the commander can take these past actions into consideration when  
deciding who should be selected for promotion and who should wait or not be selected at all.  
Promotion is not a right but rather a reward for service performed. 
 
e.  Decisions concerning awards, training, or schools.  A soldier who has violated equal 
opportunity policies - especially more than once - might not be a good candidate for an award.  
Simply PCSing does not automatically mean you should receive an award.  If incidents  which 
have resulted in counseling have occurred during a soldiers tour, not giving an award may be an 
appropriate response.  The soldier should certainly be counseled as to why they are not receiving 
an award.  Decisions involving a soldier attending a specific course or school should take into 
consideration the soldiers past performance.  This would include his or her job performance and 
any record of counseling statements. Of course, this is not to say the soldier hasn’t learned and 
has modified his or her behavior. A single incident should never disqualify a soldier, only be taken 
into consideration along with recent behavior.  
 
f.  Changes in duties or responsibilities.   If a soldier has committed violations of the Army’s 
equal opportunity policies, and they are in a leadership position or high profile position, it may be 
appropriate to remove them from that position.  For example, if a soldier is a Squad Leader, then 
perhaps they should be removed from that position. This is not meant to imply they must be 
removed.  Other actions or solutions might be more appropriate.  It simply points out that this is 
an option that can be reviewed and/or considered.  
 
g.  Transfer or reassignment.  It is possible that a soldier should be transferred to another unit if 
they are guilty of violating equal opportunity policies.  An NCO, for example, might not have any 
credibility if they have been found violating policies.  If this happens, then transferring them to 
another unit might be best for the soldier who was violated, the NCO, and the unit in general.  
This action should not be taken lightly. The supervisory chain and the commander must evaluate 
the situation and make a determination as to whether this is a reasonable action or not. 
 
h.  Bar to Reenlistment.  If a pattern of behavior is established in which a soldier violates equal 
opportunity policies, a Bar to Reenlistment may be in order.  A Bar to reenlistment can be an 
extremely affective tool to modify a soldier’s behavior.  It strongly points out to the soldier that his 
or her behavior does not meet the Army’s standard and continued service would not be 
appropriate.  If however, a soldier modifies their behavior, a Bar can relatively easily be removed 
and the soldier allowed to remain in the service of the Army.  Any consideration of Bar to 
Reenlistment initiation should be discussed with the commander and appropriate legal channels. 
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i.  Separation.  If a soldier’s actions are severe enough, then mandating exit from the Army may 
well be warranted.  This can be accomplished in several different manners.  Leaving an imposed 
Bar to Reenlistment in place is the easiest means.  If the behavior or action which caused the Bar 
to be implemented have not changed, then the soldier should be permitted to leave at the end of 
the current term of service.  Another means of forcing a separation might be the result of a courts 
martial proceedings.  This action of course would be under the control of the court martial 
convening authority at the appropriate level.  It is also possib le that a combination of actions, 
including such things as Counseling Statements, Article 15s, and other administrative actions 
could result in sufficient documentation to warrant separation.   This is routinely referred to as a  
‘Chapter Discharge.’  Any consideration of separation should be discussed with the commander 
and appropriate legal channels. 
 
From TSP 121-A-8010, pages 27 and 28, paragraphs m thru p (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
m.  RELATED ELEMENTS OF SEXUAL HARASSMENT.  There are other elements related to 
defining sexual harassment which must be understood in order to assess the appropriateness of 
your behavior and the behavior of those you lead.  Two important elements that you should be 
aware of are: 
 

(1)  Impact vs. Intent. 
 

(2)  Reasonable Person Standard.  
 
n.  Impact Vs Intent.  In addition to the policy definition of sexual harassment, it is vital to have a 
firm understanding of the concept of "impact vs. intent".  What soldiers or leaders may consider to 
be joking or horseplay must be evaluated on its appropriateness or offensiveness as perceived by 
the recipient.  Assessing whether a behavior is appropriate or offensive is a leadership 
responsibility and must be done from the perspective of the recipient, not the alleged harasser.  
An excuse such as "I was only joking" is irrelevant .  In the event of a complaint, the leader or 
supervisor must view the impact of an incident or series of incidents from the complainant's 
perspective. 
 
o.  However, whether or not the victim is emotionally effected and/or willingly submitted to the 
behavior of the harasser is irrelevant in determining whether sexual harassment occurred.  The 
only relevant question to be answered is "Was the behavior appropriate or inappropriate?"  As a 
leader, you must be willing to ask and seek an answer to that question, not only with regard to 
your behavior but also reg arding the behavior of your subordinates and other leaders whose 
behaviors you will have occasion to observe.  
 
p.  Reasonable Person Standard.  The reasonable person standard is used to predict the 
expected reaction to or impact of perceived offensive behaviors on the recipient.  The standard 
asks "How would a reasonable person under similar circumstances react or be affected by such 
behavior?"   When the complainant is a woman, the evaluation would pose, "How would a 
reasonable woman be affected or react?"  You, as Army leaders must be aware that, because of 
our socialization, men and women can watch the same behavior, but have a very different 
perspective about what they saw and what they were feeling .  For example:  Only in recent years 
have states changed laws which could convict a man of rape because he forced his wife to have 
sex.  The reasonable person standard is an essential tool for leaders at all levels when 
determining the appropriateness of an individual's behavior.  
 
From TSP 121-A-8010, pages 31 and 32, paragraphs a thru d (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
a.  IMPACT OF SEXUAL HARASSMENT.  As Army leaders, you must have a sense of how  
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sexual harassment affects the victims as well as the organization.  You must be familiar with the 
kinds of behaviors victims may use to cope with sexual harassment.  A number of variables exist 
in assessing the impact on, or expected reactions of the victim.  Leaders at all levels must be able 
to explain to their soldiers and civilians the devastating affects sexual harassment can have on a 
victim and on organizational readiness.  Problems due to sexual harassment can manifest 
themselves in a number of ways.  Some are very obvious, while others may be well hidden and 
not so visible. 
 

(1)  The first and most obvious impact sexual harassment has on victims is that it 
interferes with their work performance.  A soldier or civilian who has to fend off offensive and 
repeated sexual attacks does not perform quality work. 
 

(2)  Another impact of sexual harassment has on the victim is that it creates a hostile 
environment by creating unreasonable stress in the work place.  Sexual harassment promotes a 
negative form of stress that can affect everyone in the work place.  Sexual harassment also puts 
a high degree of fear and anxiety into the work place.   
 

(3)  When the harassment is "quid pro quo,” the fear of loss of job or diminishing career 
opportunities can undermine a unit's teamwork and morale.  The bottom line for commanders and 
their subordinate leaders is clear:  Anyone who is sexually harassed is less productive, and the 
command climate, as well as mission effectiveness, will likely suffer.  Soldiers and civilian 
employees can only reach their full potential in an environment that fosters dignity and respect.  
There must be zero tolerance for discrimination and sexual harassment. 
 
b.  VICTIM REACTIONS TO SEXUAL HARASSMENT .  To adequately assess the impact that 
sexual harassment can have on a victim, you must know the kinds of reactions that victims 
frequently have to a sexual harassment incident.  You must learn to recognize the behavior 
patterns victims show in attempting to cope with a stressful situation.   
 

(1)  Denial.  Denial is the most common reaction to a sexual harassment incident.  It 
allows the victim to "write the incident off" as if it did not take place.  It provides relief by removing 
the victim from the incident which keeps the person from feeling negative emotions and the 
necessity to respond.  The incident may occur again, but a victim in complete denial may never 
acknowledge the existence of the behavior.  A person in denial will not admit that the incident 
ever took place. 
 

(2)  Rationalization.  Rationalization is another reaction that allows the victim to avoid 
dealing with an emotional incident.  It gives the victim a logical way of making personal excuses 
for his or her behavior as well as for the behavior of others.  Comments such as "It wasn't really 
directed at me" and "I'm not that kind of person" are frequently heard.  Another version would be 
a person dealing with a sense of power:  "What can I do?" or "I'm just a private."  Sometimes the 
victim will rationalize to excuse the behavior of the harasser:  "Surely he isn't really like that" or 
"She was just having fun."  Rationalizing as well as denial precludes or reduces personal feelings 
of pain and injustice. 
 

(3)  Joking.  Joking about the harassment is another form of rationalization used to 
release tension and strengthen one's self-esteem.  Making fun out of a sexually harassing 
situation allows the victims to consider the actions of the perpetrator as circumstantial and to 
negate their own feelings about the incident. 
 

(4)  Avoidance .  Avoidance can have a detrimental effect on victims of sexual 
harassment.  Unlike denial and rationalization, the behavior associated with avoidance is easily 
misinterpreted as abnormal, inappropriate, or bizarre.  Victims of sexual harassment will 
sometimes behave out of character, exhibiting a host of excuses in an attempt to remove 
themselves from the harasser or, an offensive environment.  Claiming illness can keep a soldier  
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on sick-call or in the case of civilians, on sick leave.  Depending on the severity of the 
harassment, avoidance can cause actual physical ailments such as an upset stomach, 
headaches, or other health problems. 
 
c.  Soldiers and civilians who fail to come to work because of sexual harassment increase 
absenteeism which hinders the Army's ability to accomplish it's mission.  
 
d.  The following questions are not meant to be all inclusive, but they can help in clarifying 
whether a sexual harassment incident has occurred.  
 

(1) Is the behavior sexual in nature? 
 

(2)  Is the behavior unwelcome? 
 

(3)  Does the behavior create a hostile or offensive environment? 
 

(4)  Have sexual favors been demanded, requested or suggested? 
 
 
From TSP 121-A-8010, pages 32 thru 34, paragraph titled SEXUAL HARASSMENT 
ASSESSMENT and paragraphs a thru h (this handout does not include NOTES contained 
in TSP 121-A-8010) 
 
SEXUAL HARASSMENT ASSESSMENT.  As leaders, you must be able to assess the "totality of 
circumstances surrounding a sexual harassment incident or event to evaluate the impact of the 
alleged behavior, judge its severity, and determine corrective actions and/or recommendations for 
sanctions.  Taking into account the "totality of circumstances" of a sexual harassment incident will 
give you enough information to make an unbiased decision.  Assessing all issues of an event 
allows for you to formulate an action plan to prevent similar incidents from occurring in the future.   
Here are a few of the issues that you should consider in that assessment. 
 
a.  Nature of the Incident.  What was the actual behavior exhibited by the perpetrator?  The 
nature of the act should be your first priority for assessment.  You may take more severe action to 
correct a soldier or civilian who continually makes jokes of a sexual nature in the work place, 
even after being asked to stop or having been previously counseled that the behavior was 
inappropriate, than a person who committed the same offense for the first time.  While allegations 
of verbal abuse are significant, stronger leader action would be in order if it were proven that 
someone was threatened because they failed to comply with another person's sexual advances.  
 
b.  Frequency of Behavior.  Frequency of the act is the next issue to be addressed in the 
assessment process.  Was this a one-time event or repeated behavior?  One act of sexual 
harassment viewed by itself might seem relatively insignificant and easily resolved by on-the-spot 
correction.  If your inquiry determines that the incident is a culmination of a series of such acts, its 
impact could logically be assumed to be greater and more severe. 
 
c.  Impact of Behavior on the Victim.  While this issue should have less weight in your 
determining appropriate corrective actions or punishment, it may give you insight into other 
extenuating conditions or circumstances that contributed to the harassment. Be aware, however, 
that just because a victim is not physically or emotionally effected, should not detract from your 
evaluation of the severity of the behavior.  Determine whether the perpetrator intended or 
succeeded in doing harm. 
 
d.  Appropriateness of Behavior.  The issue of appropriateness as applied to behavior in 
alleged acts of sexual harassment must be determined in every case.  Evaluating 
appropriateness of behavior forces the question that even if your soldier was not aware that the  
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behavior was inappropriate, military bearing, discipline, and professionalism should have deterred 
any acts of offensive behavior.  In many instances, even when no one is offended or sexual 
harassment cannot be proven, the violation of military standards and decorum will require you to 
take corrective action. 
 
e.  Rank and Position.  You, and other unit subordinate leaders, are given the responsibility and 
authority to take care of soldiers.  Leaders are empowered with a great deal of trust and 
confidence.  When leaders elect to violate that trust by misusing their authority or position, then 
sanctions should be imposed accordingly. On the other hand, supervisors and leaders can also 
be intimidated by their subordinates on the basis of gender differences.  Failure by any leader in a 
position of authority to correct the offensive behavior of a subordinate is also a misuse of that 
position and should be challenged regardless of the circumstances. 
 
f.  Past History.  In reviewing the incident, you should also consider other allegations, past or 
present, directly or indirectly related to the case.  Although it is important to consider each 
complaint on its own merit, the uniqueness of sexual harassment (i.e., one-on-one) may make it 
necessary to review issues related to past history as well as current behavior characteristics 
during inquiry.  It is sometimes appropriate to draw conclusions and take corrective action even 
though you may not have sufficient evidence to recommend punishment or other sanctions. 
 
g.  Consequences of Your Actions.  Here you must ascertain such issues as the impact and 
other potential problems created as a result of the incident.  Will the problem be resolved with 
minor corrective action or should you report it to the chain of command?  You must also 
determine what is the goal or desired outcome of your actions to correct the incident.  Do you 
only want the behavior to stop?  What is your next step if desired results are not achieved? It is 
equally important to consider what consequences and/or repercussions might result if you decide 
not to take any action.  
 
h.  Environment Assessment.  The environment in which the incident occurred must also be 
part of your assessment.  This entails a number of factors such as the state of your section or 
squad's EO climate, your support and enforcement of sexual harassment policies, outside 
influences, and the present state of EO training for your soldiers and civil ian personnel.  Constant 
jokes of a sexual nature made by you, your soldiers, or civilians in effect constitute a "hostile 
environment".  Another consideration is whether the alleged harasser was trained that such 
behavior was inappropriate.  
 
From TSP 121-A-8010, pages 34 thru 36, paragraphs a thru e (this handout does not 
include NOTES contained in TSP 121-A-8010) 
 
a.  PREVENTION PROGRAM ACTION PLANNING.  The potential for sexual harassment 
allegations exists in any work place or duty environment.  Both women and men can be victims.  
Organizations that are highly structured and stratified are more conducive to sexual harassment 
because the potential for negative consequences is high if the victim fails to "give in" to sexual 
demands.  Those more vulnerable in the organization, such as trainees or those who "need" their 
jobs, are more likely to be harassed.  This fact, combined with other social-cultural factors, makes 
women the more likely victims. 
 
b.  Sexual harassment occurs when employers, leaders, soldiers, and co-workers confuse 
employment, or duty expectations with sex -role expectations or when males are threatened 
because females have invaded what they believe is their territory, the traditionally all -male jobs.  
The bottom line is that sexual harassment is pervasive and affects both morale and productivity.  
Therefore, increased emphasis on dealing with sexual harassment in the Army is a leadership 
imperative. 
 
c.  The components of a sound unit program to end sexual harassment are the same as those for  
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the Army’s EO program. It includes total leadership commitment, career-long mandatory training 
in the prevention of sexual harassment, clearly established ways to report sexual harassment , 
and clear demonstration through disciplinary and administrative action that certain behaviors will 
not be tolerated.  
 

(1)  Leadership Commitment.  The effectiveness and success of any Army program is 
dependent upon leader support.  Without your support, the Army's effort to prevent and eradicate 
sexual harassment will lose its momentum and effectiveness.  Your commitment is multifaceted.  
It starts with your understanding and total support of the commander's published policy.  You 
must provide clarification and ensure that you and your subordinates understand the Army 's 
policy on the Prevention of Sexual Harassment (POSH).  You must instill in your subordinates a 
sense of caring, dignity, and respect one another.  The most effective way that you, as a leader, 
can demonstrate your support for the program is through personal example, ensuring that your 
behavior is above reproach at all times.  You must also demonstrate a commitment to 
enforcement, especially for those soldiers who "just don't get it", by taking "on-the-spot" 
appropriate action to correct inappropriate behavior.  Counsel subordinates and, if necessary, 
report incidents. 
 

(2)  Progressive Training.  The elimination of sexual harassment begins with a policy of 
progressive and sequential training to identify and prevent inappropriate behavior.  Training in the  
Prevention of Sexual Harassment (POSH) is required as an integral part of a unit's training 
program. 
 

(3)  The most effective approach to training to prevent sexual harassment is through 
interactive discussion in small groups of mixed gender.  Situational vignettes or scenarios can 
also be used to facilitate discussion among unit personnel.  You should ensure that your training 
focus is equal to the level of experience and breadth of responsibilities for your soldiers.   
 

(4)  Complaint Process.  The key to a healthy unit climate that is free of sexual 
harassment is a caring leadership environment in which complaints are handled fairly and 
expeditiously.  Sometimes unit leaders might treat sexual harassment complaints as a threat to 
their competency or as a "stain" on the unit's performance. As a result, complaints are implicitly or 
explicitly discouraged and soldiers who do file complaints may find themselves threatened with 
intimidating reprisals.  This is noticed by other soldiers and civilians and results in a hard-to-erase 
impression of uncaring leadership that lessens their willingness to use the chain of command as 
an avenue of redress.  Leaders who demonstrate awareness, accept and support the complaint 
investigation process, improve the unit's climate by creating a sense of openness and caring.  
Complainants may not always be pleased with the results.  However, the fact that you made a 
sincere effort to resolve their complaint will leave a lasting impression with the individual as well 
as the unit.  Sometimes your effort may reveal the true problem to be a lack of communication 
rather than deliberate harassment.  By bridging this communication gap, you can help eliminate 
misunderstanding and improve the working environment. 
 

(5)  Be aware that inquiry or investigation into allegations of sexual harassment require 
special attention.  Unlike other EO complaints, you may find that allegations of sexual harassment 
may sometimes lack sufficient information for you to take decisive actions.  Also, the one-on-one 
nature of sexual harassment sometimes causes evidence to be in dispute.  You should not 
discharge claims of sexual harassment simply because the victim has failed to make a case by 
providing you with sufficient evidence.  For this reason, your commander may consider an 
investigation whenever a claim of sexual harassment is raised.  
 
c.  ADMINISTRATIVE/DISCIPLINARY ACTIONS.  An often quoted maxim in the Army has been, 
"Never give an order you are not prepared to enforce."  Soldiers and civili an employees quickly 
ascertain which policies are mere "lip service" and which lines should not be crossed.  This is 
especially true when enforcing sanctions against personnel guilty of sexual harassment.  Leaders 
who clearly support a zero tolerance for sexual harassment and recommend appropriate actions  
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against offenders greatly contribute to a healthy command climate.  On the other hand, leaders 
who fail to support sanctions that are equal to the offense, despite a publicized written policy, 
send a message that sexual harassment is tolerated. 

 
(1)  Administrative Actions.  There are several administrative actions available to 

commanders, or that you may recommend, in dealing with sexual harassment incidents.  These 
include, but are not limited to:  bar to reenlistment, letter of admonishment and reprimand, relief 
for cause, rehabilitative transfer, additional training, required counseling, and denial of certain 
privileges.  When commanders administer punishment for sexual harassment violations, the block 
"Supports EO/EEO" on military rating forms must be marked accordingly. 
 

(2)  UCMJ Actions.  Your commander has a wide variety of options available for the 
punishment of inappropriate behavior.  The offenses shown here identify the more severe forms 
of sexual harassment which are subject to disciplinary actions under the UCMJ.  The right 
combination of punishment and administrative sanctions sends a clear message that sexual 
harassment will not be condoned or tolerated.  When commanders administer punishment for 
sexual harassment violations, the “NO” block "Supports EO/EEO" on military rating forms should 
be marked accordingly 
 
d.  Sexual Misconduct.  While sexual harassment is generally not considered criminal in nature, 
some actions and behaviors clearly “cross the line” and become sexual misconduct and even 
criminal acts, punishable under one of more Articles of the UCMJ.  The obvious examples of 
these types of actions include sexual abuse, battery, and rape.  Although Equal Opportunity does 
not normally include issues involving criminal activity, sexual misconduct is related enough to 
warrant discussion. 
 
e.  Laws and Regulations Governing Sexual Misconduct.  The UCMJ makes some conduct 
criminal, and some sexual conduct may violate more than one article of the UCMJ.  The UCMJ 
applies to you 24 hours a day, 7 days a week, for as long as you are in the Army.  It applies on 
duty and off duty, in or out of uniform, on or off a military installation, in the United States and 
overseas, and while you are on pass or leave.  The UCMJ applies to you regardless of whether 
you consider yourself a heterosexual, a homosexual, or a bisexual.  The penalties for violating the 
UCMJ articles are severe.  Sex crimes are no joke and the Army takes these matters very 
seriously, and so should you.  
 
From TSP 121-A-8010, pages 46 thru 48, paragraphs a thru d, f, and g (this handout does 
not include NOTES contained in TSP 121-A-8010) 
 
a.  POLICY.   All Department of the Army personnel are prohibited from taking any action that 
might discourage soldiers, any family member or DA civilian from filing a complaint or seeking 
assistance to resolve an EO grievance.  Army personnel are prohibited from taking any 
disciplinary or other adverse action against a complainant, or other DA personnel,  seeking 
assistance, or cooperating with investigating officers, Inspector General or other law enforcement 
agencies.  However, this does not preclude commanders from taking action against soldiers who 
file fraudulent complaints or give false statements. 
 
b.  DEFINITIONS: 
 

(1)  Reprisal:  Taking or threatening to take an unfavorable personnel action or 
withholding or threatening to withhold a favorable personnel action, or any other act of retaliation, 
against a military member for making or preparing a protected communication. 
 

(2)  Threatening:  Give signs or warning of, or to announce as intended or possible 
actions. 
 

(3)  Intimidation:  Make timid, frighten, to inhibit or discourage by or threaten with harm  
or adverse treatment. 
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(4)  Harassment:  Annoy or torment repeatedly and persistently, to wear out, exhaust or 

impede by repeated attacks. 
 
c.  PROTECTED DISCLOSURE.  Any lawful communication or disclosure to a Member of 
Congress, Inspector General of any Service, members of any DOD audit or inspection teams, 
Chain of Command, investigative or law enforcement agencies in which a military member or DA 
civilian makes a complaint or provides information that he or she reasonably believe is evidence 
for the following: 
 

(1)  A violation of law or regulations. 
 

(2)  Severe case of mismanagement. 
 

(3)  Fraud or a gross waste of public funds. 
 

(4)  An abuse of authority or position.  
 

(5)  Protected disclosure also includes circumstances where a military member: 
 

 (a)  Were preparing to make a lawful communication but it was not actually 
submitted, or delivered. 

 
(b)  Did not actually communicate or complain, but was believed to have done so.  

 
 (c)  Cooperated with or otherwise assisted in an audit, inspection, or investigation 
by providing information that you believed evidenced wrongdoing. (Example: acted as a 
witness or responded to request for information in a lawful communication. 

 
d.  UNFAVORABLE ACTIONS .  Any action taken that might affect or have the potential to affect 
a persons current position or career opportunity.  Such actions include, but are not limited to the 
following:  
 

(1)  Promotions or other types of advancement. 
 
(2)  Administrative disciplinary or other corrective or punitive actions. 

 
(3)  Transfers or reassignments. 

 
(4)  Decisions concerning pay, benefits, awards, training, or schools. 

 
(5)  Counseling, reprimands, or performance evaluation. 

 
(6)  Other changes in duties or responsibilities inconsistent with military rank or position.  

 
f.  REPORTING INCIDENTS OF REPRISAL.  It is the responsibility of the chain of command to 
ensure that all complainants are protected against reprisal or retaliation for filing an EO complaint.  
Should a military member, civilian, or your family member be threatened with such action they 
should immediately report the incident to the chain of command, the Inspector General, or higher 
echelon commander. The following should help as a guide to making that determination: 
 

(1)  Did the complainant make a protected disclosure or complaint prior to the incident? 
 

(2)  Was an unfavorable action threatened or taken after the disclosure or complaint was 
made? 
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(3)  Did the person or official taking action know of the complaint or disclosure? 

 
(4)  Does the complainant believe the action taken would not have occurred if the 

complaint had not been made? 
 

(5)  Does the complainant have evidence or other information that supports or indicates 
reprisal was taken because of the complaint or disclosure? (Not required to report actions of 
reprisal.) 
 
g.  FOLLOW-UP ASSESSMENT.  The Equal Opportunity Advisor (EOA) is required to conduct a 
follow-up assessment of all formal equal opportunity complaints, both substantiated and 
unsubstantiated.  This assessment will be completed 30-45 calendar days (3-4 weekend drill 
periods for Reserve Component) after final action of the complaint.  The purpose of the 
assessment is to measure the effectiveness of the actions taken and to detect and deter any acts 
or threats of reprisal.  EOAs will also assess the complainant’s satisfaction with the procedures 
followed in the complaint process to include timeliness, staff responsiveness and helpfulness, and 
resolution of the complaint.  Findings on the assessment is provided to the commander for further 
consideration or action within 15 calendar days. 
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Student Handout 4 
 

  
This student handout contains one page of extracted text of message from the Secretary of 
the Army and Chief of Staff of the Army dated 101800Z, subject:  Dignity and Respect for 
All. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL  
SUBJECT YOU TO PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION ETC.) 
TO RECOVER PRINTING COSTS. 
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UNCLASSIFIED  
ROUTINE                              ZYUW RUEADWD7977 0101914  
R 101800Z JAN 00  
FM HQDA WASHINGTON DC//DAPE -HR-L//  
TO   ALARACT 
INFO HQDA WASHINGTON DC//DAP-HR-L//  
 
UNCLAS ALARACT 008/00  
SEC ARMY AND CSA SEND  
TO ALARACT  
 
SUBJECT: DIGNITY AND RESPECT FOR ALL  
 
1.  SERVICE IN OUR ARMY IS HONORABLE AND RESPECTED BY THE CITIZENS OF  
THIS COUNTRY.  SOLDIERS WHO OFFER THEIR COMMITMENT AND THEIR LIVES 
IN THIS SERVICE SHOULD AND MUST BE TREATED WITH DIGNITY, HONOR AND  
RESPECT.  RESPECT FOR OUR FELLOW SOLDIERS DEMANDS THAT WE SPEAK 
WITH RESPECT FOR ALL.  ANY DEROGATORY WORDS ABOUT ANY GRO UP, 
INCLUDING THOSE BASED UPON SEXUAL ORIENTATION, THAT ARE PREJUDICIAL 
TO GOOD ORDER AND DISCIPLINE, MAY SUBJECT THE SOLDIER TO ADVERSE  
ADMINISTRATIVE ACTIONS OR DISCIPLINARY MEASURES UNDER THE UCMJ. 
EVERY SOLDIER HAS THE RIGHT TO EXPECT TREATMENT CONSISTENT WITH 
OUR CORE VALUES, A SAFE AND SECURE ENVIRONMENT, AND THE SUPPORT OF 
THEIR CHAIN OF COMMAND.  WHENEVER WE VIOLATE THE TRUST OF ANY 
SOLDIER, WE VIOLATE THE TRUST OF ALL SOLDIERS.  
 
2.  WE AFFIRM THAT TREATING SOLDIERS WITH DIGNITY AND RESPECT IS A  
BEDROCK VALUE FOR THE ARMY.  WE DECLARE THAT THERE IS NO ROOM FOR  
HARASSMENT OR THREATS TO ANY SOLDIER IN OUR ARMY FOR ANY REASON.  
THEREFORE, AS THE SENIOR LEADERS OF THE ARMY, WE ARE DETERMINED TO  
CONTINUE TO IMPLEMENT THE "DONT ASK, DONT TELL" POLICY WITH EQUITY  
AND FAIRNESS TO ALL OF OUR SOLDIERS.  
 
3. FINALLY, WE CONTINUE TO EXPECT THAT ALL SOLDIERS IN THE UNITED  
STATES ARMY WILL BE TREATED WITH DIGNITY AND RESPECT AT ALL TIMES,  
AND WILL BE AFFORDED A SAFE AND SECURE ENVIRONMENT IN WHICH TO LIVE  
AND WORK.  HARASSMENT OF SOLDIERS FOR ANY REASON, TO INCLUDE 
PERCEIVED SEXUAL ORIENTATION, WILL NOT BE TOLERATED. WE EXPECT 
COMMANDERS AT EVERY LEVEL TO TAKE APPROPRIATE ACTION TO PREVENT 
HARASSMENT OF OR THREATS AGAINST ANY MEMBER OF OUR ARMY. ONCE 
AGAIN WE ARE DETERMINED TO CONTINUE TO IMPLEMENT THE "DON'T ASK, 
DON'T TELL" POLICY WITH FAIRNESS TO ALL BECAUSE THAT IS THE RIGHT 
THING TO DO FOR OUR SOLDIERS. 
 
CALDERA AND SHINSEKI  BT 
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Student Handout 5 
 
  

This student handout contains 41 pages of extracted text from Army Regulation 600-20, 
Army Command Policy, dated 13 May 2002.  
 

 
Disclaimer:  The developer downloaded the text in this Student Handout from the  

            Reimer Digital Library.  The text may contain passive voice, misspellings,  
            grammatical errors, etc., and may not conform to the Army Writing Style Program. 
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Army Regulation 600–20

Personnel-General

Army
Command
Policy

Headquarters
Department of the Army
Washington, DC
13 May 2002

UNCLASSIFIED



Table 1–2
Comparable rank among the Services—Continued

Army Air Force Marine Corps Navy

Chief Warrant Office One Chief Warrant Officer One Chief Warrant Officer One Chief Warrant Officer

Cadets

Cadet Cadet --- Midshipman

Enlisted

Sergeant Major of the Army Chief Master Sergeant of the Air
Force

Sergeant Major of the Marine
Corps

Master Chief Petty Officer of the
Navy

Command Sergeant Major Chief Master Sergeant Sergeant Major Command Master Chief Petty Of-
ficer

Sergeant Major Master Gunnery Sergeant Master Chief Petty Officer

First Sergeant Senior Master Sergeant First Sergeant Officer Senior Chief Petty

Master Sergeant --- Master Sergeant ---

Sergeant First Class Master Sergeant Gunnery Sergeant Chief Petty Officer

Staff Sergeant Technical Sergeant Staff Sergeant Class Petty Officer First

Sergeant Staff Sergeant Sergeant Class Petty Officer Second

Corporal Sergeant Corporal Class Petty Officer Third

Specialist --- --- ---

Private First Class Airman First Class Lance Corporal Seaman

Private Airman Private First Class Seaman Apprentice

Private Basic Airman Private Seaman Recruit

1–8. Precedence between members of the Army and members of foreign military services serving
with the Army
Members of foreign military services serving with the U.S. Army have equal status with Army members of equivalent
grade. When authorized by the President or the Secretary of Defense, members of foreign military service serving with
the U.S. Army may exercise operational or tactical control, but may not exercise command over soldiers of the United
States Army.

Chapter 2
Command Policies

2–1. Chain of Command
a. The chain of command assists commanders at all levels to achieve their primary function of accomplishing the

unit’s assigned mission while caring for personnel and property in their charge. A simple and direct chain of command
facilitates the transmittal of orders from the highest to the lowest levels in a minimum of time and with the least chance
of misinterpretation. The command channel extends upward in the same manner for matters requiring official commu-
nication from subordinate to senior.

b. Commanders are responsible for everything their command does or fails to do. However, commanders subdivide
responsibility and authority and assign portions of both to various subordinate commanders and staff members. In this
way, a proper degree of responsibility becomes inherent in each command echelon. Commanders delegate sufficient
authority to soldiers in the chain of command to accomplish their assigned duties, and commanders may hold these
soldiers responsible for their actions. The need for a commander or staff officer to observe proper channels in issuing
instructions or orders to subordinates must be recognized.

c. Proper use of the chain of command is vital to the overall effectiveness of the Army. Commanders must acquaint
all their soldiers with its existence and proper function. Effective communication between senior and subordinate
soldiers within the chain of command is crucial to the proper functioning of all units. Therefore, soldiers will use the
chain of command when communicating issues and problems to their leaders and commanders.

2–2. Open Door Policies
Commanders will establish an open door policy within their commands. Soldiers are responsible to ensure that the
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than those specified above, will be submitted to GENERAL OFFICER MANAGEMENT OFFICE, CHIEF OF STAFF
(DACS-GOM), 200 ARMY PENTAGON, WASH DC 20310-0200.

j. Professors at the United States Military Academy. Officers appointed as permanent professors at the United States
Military Academy (USMA) exercise command only in the academic departments of USMA. (10 USC 4334).

2–17. Relief for cause
a. When a senior commander loses confidence in a subordinate commander’s ability to command due to miscon-

duct, poor judgment, the subordinate’s inability to complete assigned duties, or for other similar reasons, the senior
commander has the authority to relieve the subordinate commander. Relief is preceded with formal counseling by the
commander or supervisor unless such action is not deemed appropriate or practical under the circumstances. Although
any commander may temporarily suspend a subordinate from command, final action to relieve an officer from any
command position will not be taken until after written approval by the first general officer (to include one frocked to
the grade of brigadier general) in the chain of command of the officer being relieved is obtained. Any action purporting
to finally relieve an officer from any command position prior to the required written approval will be considered for all
purposes as a temporary suspension from assigned duties rather than a final relief from command for cause. If a
general officer (to include one frocked to the grade of brigadier general) is the relieving official, no further approval of
the relief action is required, however, AR 623-105 and AR 623-205 concerning administrative review of relief reports
remain applicable.

b. If a relief for cause is contemplated on the basis of an informal investigation under AR 15-6, the referral and
comment procedures of that regulation must be followed before initiating or directing the relief. This does not preclude
a temporary suspension from assigned duties pending completion of the procedural safeguards contained in AR 15-6.
Any action purporting to initiate or direct a relief for cause on the basis of an informal investigation under AR 15-6
taken prior to completion of the procedural safeguards of AR 15-6 will be considered for all purposes as a temporary
suspension from assigned duties.

Chapter 3
Enlisted Aspects of Command

3–1. Delegation of authority
Commanders and their staffs, at all levels of command, are responsible for ensuring proper delegation of authority to
NCOs by their seniors. This policy applies whether the senior is an officer, WO, or another NCO.

3–2. Noncommissioned officer support channel
a. The NCO support channel (leadership chain) parallels and complements the chain of command. It is a channel of

communication and supervision from the command sergeant major to first sergeant and then to other NCOs and
enlisted personnel of the units. Commanders will define responsibilities and authority of their NCOs to their staffs and
subordinates. This NCO support channel will assist the chain of command in accomplishing the following-

(1) Transmitting, instilling, and ensuring the efficacy of the professional Army ethic. (See FM 100-1 for an
explanation of the professional Army ethic.)

(2) Planning and conducting the day-to-day unit operations within prescribed policies and directives.
(3) Training of enlisted soldiers in their MOS as well as in the basic skills and attributes of a soldier.
(4) Supervising unit physical fitness training and ensuring that unit soldiers comply with the weight and appearance

standards of AR 600-9 and AR 670-1.
(5) Teaching soldiers the history of the Army, to include military customs, courtesies, and traditions.
(6) Caring for individual soldiers and their families both on and off duty.
(7) Teaching soldiers the mission of the unit and developing individual training programs to support the mission.
(8) Accounting for and maintaining individual arms and equipment of enlisted soldiers, and unit equipment under

their control.
(9) Administering and monitoring the NCO professional development program, and other unit training programs.
(10) Achieving and maintaining courage, candor, competence, commitment, and compassion.
b. AR 611-201 and TC 22-6 contain specific information concerning the responsibilities, command functions, and

scope of NCO duties.
(1) Sergeant Major of the Army. This is the senior sergeant major grade and designates the senior enlisted position

of the Army. The sergeant major in this position serves as the senior enlisted adviser and consultant to the Chief of
Staff, Army.

(2) Command Sergeant Major. This position title designates the senior NCO of the command at battalion or higher
levels. He or she carries out policies and standards, and advises the commander on the performance, training,
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or fail to clear their personal accounts before departure from their stations. This includes consideration under Articles
15, 121, 123a, 133, or 134, Uniform Code of Military Justice. When indebtedness information is received after a
soldier departs from the station, the commanding officer of the station at which personal accounts remain unsettled will
take action outlined in AR 600-15.

4–9. Civil status of members of the Reserve component
a. Reserve Component members, not serving on active duty, are not for most purposes considered officers or

employees of the United States solely by reason of their Reserve status. They may accept and receive pay for
employment in any civil branch of the public service, in addition to any pay and allowances they may be entitled to
under the laws governing members of RCs.

b. A member of the RC, not serving on active duty, may practice his or her civilian profession or occupation before
or in connection with any department of the Federal Government unless prohibited by law.

c. Conflict of interest laws impose limitations on activities in which persons may engage after terminating active
duty or employment by the United States. A reservist who has handled a government matter shall not, while in a
civilian status, represent any party, other than the government, in connection with the same particular matter. (See 18
USC 207.) While handling government matters, reservists will not take any direct or indirect action in a particular
matter in which they have an outside financial interest. (See 18 USC 208; DODD 5500.7-R, para 5-408.)

d. ARNG and USAR soldiers who are officers and employees of the United States or the District of Columbia are
entitled to a leave of absence from their civilian employment when ordered under Title 39, District of Columbia Code
to ADT or annual training (AT). This leave of absence will be granted without loss of pay, time, or efficiency rating on
all days during which they are ordered to duty with troops or field exercises, or for instruction, for periods not over 15
days in any calendar year. As an exception, officers and employees of the United States or of the District of Columbia
who are members of the Army National Guard of the District of Columbia are authorized leave for all days (no limit)
on which they are ordered under Title 39, District of Columbia Code to duty for parades or encampment under 5 USC
6323.

e. ARNG and USAR soldiers may accept and be paid for civil employment with any foreign government, when
approved by the Secretary of the Army and the Secretary of State. This includes any concern controlled in whole or in
part by a foreign government. AR 600-291 is used for processing applications.

4–10. Participation in support of civilian law enforcement agencies
a. Military support of civilian law enforcement is governed by the Posse Comitatus Act (18 USC 1385), 10 USC

Sections 371-382, DODD 5525.5, and AR 500-51. Commanders will not sanction use of military personnel in support
of civilian law enforcement agencies in the 50 states, the District of Columbia, the Common Wealth of Puerto Rico, or
United States Territories, except when authorized by law. Because this is a complex area of the law, commanders and
law enforcement personnel should consult with their servicing judge advocate or legal advisor.

b. Military personnel may report crimes or other suspicious activities to civilian police agencies or cooperate with
civilian authorities in their capacities as private citizens. Military law enforcement personnel may exchange information
with civilian authorities according to AR 500-51.

4–11. Membership campaigns
DA recognizes and benefits from the activities of many worthy organizations, associations, and clubs. Many of these
organizations enjoy close, historical ties with the military community and are composed largely of active or retired
military personnel. DA support of private organizations is strictly regulated by DODI 1000.15 and DODD 5500.7-R.

a. In supporting such organizations and associations, post commanders and heads of DA Staff agencies will-
(1) Ensure membership among personnel under their jurisdiction is truly voluntary.
(2) Prohibit any practice that involves or implies compulsion, coercion, influence, or reprisal in the conduct of

membership campaigns. This prohibition includes repeated orientations, meetings, or similar counseling of persons who
have chosen not to join after given a chance to do so. It also includes using membership statistics in support of
supervisory influence.

(3) Prohibit any practice that involves or implies DA sponsorship or endorsement of the organization and its
activities.

(4) Prohibit the use of government property, facilities, or services, e.g., golf course membership, as an inducement
to join a private organization.

b. This policy does not prohibit commanders from informing personnel without coercion about membership in such
organizations. When doing so, commanders will ensure they do not favor one organization over others.

4–12. Extremist organizations and activities
Participation in extremist organizations and activities by Army personnel is inconsistent with the responsibilities of
military service. It is the policy of the United States Army to provide equal opportunity and treatment for all soldiers
without regard to race, color, religion, gender, or national origin. Enforcement of this policy is a responsibility of
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command, is vitally important to unit cohesion and morale, and is essential to the Army’s ability to accomplish its
mission. It is the commander’s responsibility to maintain good order and discipline in the unit. Every commander has
the inherent authority to take appropriate actions to accomplish this goal. This paragraph identifies prohibited actions
by soldiers involving extremist organizations, discusses the authority of the commander to establish other prohibitions,
and establishes that violations of prohibitions contained in this paragraph or those established by a commander may
result in prosecution under various provisions of the UCMJ. This paragraph must be used in conjunction with DODD
1325.6, Subject: Guidelines for Handling Dissident and Protest Activities Among Members of the Armed Forces.

a. Participation. Military personnel must reject participation in extremist organizations and activities. Extremist
organizations and activities are ones that advocate racial, gender or ethnic hatred or intolerance; advocate, create, or
engage in illegal discrimination based on race, color, gender, religion, or national origin or advocate the use of or use
force or violence or unlawful means to deprive individuals of their rights under the United States Constitution or the
laws of the United States, or any State, by unlawful means.

b. Prohibitions. Soldiers are prohibited from the following actions in support of extremist organizations or activities.
Penalties for violations of these prohibitions include the full range of statutory and regulatory sanctions, both criminal
(UCMJ), and administrative.

(1) Participating in public demonstrations or rallies.
(2) Attending a meeting or activity with the knowledge that the meeting or activity involves an extremist cause

when on duty, when in uniform, when in a foreign country (whether on or off duty or in or out of uniform), when it
constitutes a breach of law and order, or when it is likely to result in violence or when in violation of off limits
sanctions or commander’s order.

(3) Fund raising activities.
(4) Recruiting or training members (including encouraging other soldiers to join).
(5) Creating, organizing or taking a visible leadership role in such an organization or activity.
(6) Distributing literature on or off a military installation, the primary purpose and content of which concerns

advocacy or support of extremist causes, organizations, or activities; and it appears that the literature presents a clear
danger to the loyalty, discipline, or morale of military personnel, or the distribution would materially interfere with the
accomplishment of a military mission.

c. Command authority. Commanders have the authority to prohibit military personnel from engaging in or partici-
pating in any other activities that the commander determines will adversely affect good order and discipline or morale
within the command. This includes, but is not limited to, the authority to order the removal of symbols, flags, posters,
or other displays from barracks, to place areas or activities off-limits (see AR 190-24), or to order soldiers not to
participate in those activities that are contrary to good order and discipline or morale of the unit or pose a threat to
health, safety, and security of military personnel or a military installation.

d. Command Options. Commander’s options for dealing with a soldier’s violation of the prohibitions include-
(1) UCMJ action. Possible violations include-
(a) Article 92-Violation or failure to obey a lawful general order or regulation.
(b) Article 116-Riot or breach of peace.
(c) Article 117-Provoking speeches or gestures.
(d) Article 134-General article, specifically, conduct which is prejudicial to good order and discipline or service

discrediting.
(2) Involuntary separation for unsatisfactory performance or misconduct, or for conduct deemed prejudicial to good

order and discipline or morale.
(3) Reclassification actions or bar to reenlistment actions, as appropriate.
(4) Other administrative or disciplinary action deemed appropriate by the commander, based on the specific facts

and circumstances of the particular case.
e. Command Responsibility. Any soldier involvement with or in an extremist organization or activity, such as

membership, receipt of literature, or presence at an event, could threaten the good order and discipline of a unit. In any
case of apparent soldier involvement with or in extremist organizations or activities, whether or not violative of the
prohibitions in subparagraph b, commanders must take positive actions to educate soldiers, putting them on notice of
the potential adverse effects that participation in violation of Army policy may have upon good order and discipline in
the unit and upon their military service. These positive actions include-

(1) Educating soldiers regarding the Army’s equal opportunity policy. Commanders will advise soldiers that extrem-
ist organizations’ goals are inconsistent with Army goals, beliefs, and values concerning equal opportunity.

(2) Advising soldiers that any participation in extremist organizations or activities:
(a) Will be taken into consideration when evaluating their overall duty performance, to include appropriate remarks

on evaluation reports.
(b) Will be taken into consideration when selections for positions of leadership and responsibility are made.
(c) Will result in removal of security clearances, where appropriate.
(d) Will result in reclassification actions or bar to reenlistment actions as appropriate.
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(3) The commander of a military installation or other military controlled facility under the jurisdiction of the United
States shall prohibit any demonstration or activity on the installation or facility that could result in interference with or
prevention of orderly accomplishment of the mission of the installation or facility, or present a clear danger to loyalty,
discipline, or morale of the troops. Further, such commanders shall deny requests for the use of military controlled
facilities by individuals or groups that engage in discriminatory practices or for activities involving such practices.

f. Commanders should seek the advice and counsel of their legal advisor when taking actions pursuant to this policy.

4–13. Army language policy
English is the operational language of the Army. Soldiers must maintain sufficient proficiency in English to perform
their military duties. Their operational communications must be understood by everyone who has an official need to
know their content, and, therefore, must normally be English. However, commanders may not require soldiers to use
English unless such use is clearly necessary and proper for the performance of military functions. Accordingly,
commanders may not require the use of English for personal communications which are unrelated to military functions.

4–14. Relationships between soldiers of different rank
a. The term “ officer,” as used in this paragraph, includes both commissioned and warrant officers unless otherwise

stated. The provisions of this paragraph apply to both relationships between Army personnel and between Army
personnel and personnel of other military services. This policy is effective immediately, except where noted below, and
applies to different-gender relationships and same-gender relationships.

b. Relationships between soldiers of different rank are prohibited if they:
(1) Compromise, or appear to compromise, the integrity of supervisory authority or the chain of command.
(2) Cause actual or perceived partiality or unfairness.
(3) Involve, or appear to involve, the improper use of rank or position for personal gain.
(4) Are, or are perceived to be, exploitative or coercive in nature.
(5) Create an actual or clearly predictable adverse impact on discipline, authority, morale, or the ability of the

command to accomplish its mission.
c. Certain types of personal relationships between officers and enlisted personnel are prohibited. Prohibited relation-

ships include-
(1) On-going business relationships between officers and enlisted personnel. This prohibition does not apply to

landlord/tenant relationships or to one-time transactions such as the sale of an automobile or house, but does apply to
borrowing or lending money, commercial solicitation, and any other type of on-going financial or business relationship.
Business relationships which exist at the time this policy becomes effective, and that were authorized under previously
existing rules and regulations, are exempt until March 1, 2000. In the case of Army National Guard or United States
Army Reserve personnel, this prohibition does not apply to relationships that exist due to their civilian occupation or
employment.

(2) Dating, shared living accommodations other than those directed by operational requirements, and intimate or
sexual relationships between officers and enlisted personnel. This prohibition does not apply to-

(a) Marriages.
(b) Relationships (dating, shared living accommodations, and intimate or sexual relationships) outside of marriage

that predate the effective date of this policy until 1 March 2000.
(c) Situations in which a relationship which complies with this policy would move into non-compliance due to a

change in status of one of the members (for instance, a case where two enlisted members are married and one is
subsequently commissioned or selected as a warrant officer).

(d) Personal relationships outside of marriage between members of the National Guard or Army Reserve, when the
relationship primarily exists due to civilian acquaintanceships, unless the individuals are on active duty (other than
annual training) or Full-time National Guard duty (other than annual training).

(e) Personal relationships outside of marriage between members of the Regular Army and members of the National
Guard or Army Reserve when the relationships primarily exists due to civilian association and the Reserve component
member is not on active duty (other than annual training) or Full-time National Guard duty (other than annual training).

(f) Soldiers and leaders share responsibility, however, for ensuring that these relationships do not interfere with good
order and discipline. Commanders will ensure that personal relationships which exist between soldiers of different
ranks emanating from their civilian careers will not influence training, readiness, or personnel actions.

(3) Gambling between officers and enlisted personnel.
d. These prohibitions are not intended to preclude normal team building associations which occur in the context of

activities such as community organizations, religious activities, family gatherings, unit-based social functions, or
athletic teams or events.

e. All military personnel share the responsibility for maintaining professional relationships. However, in any
relationship between soldiers of different grade or rank the senior member is generally in the best position to terminate
or limit the extent of the relationship. Nevertheless, all members may be held accountable for relationships that violate
this policy.
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for their family members has been provided for during their absence and in the event that their return to CONUS is
delayed. Soldiers unable to provide the required documentation will not deploy to perform AT OCONUS.

l. DA Form 5305-R with attachments will be filed in the unit files and destroyed 90 days after the soldier departs on
permanent change of station (PCS) orders. In CONUS and OCONUS if the PCS move is a “ same-installation” move
and the soldier can maintain the same Family Care Plan, the soldier will be allowed to take the original DA Form
5305-R to the gaining unit and need not generate a new DA Form 5305-R. The gaining commander should certify the
existing DA Form 5305-R when the soldier arrives in the new unit.

(1) Provide a copy of the DA Form 5305-R to the soldier, dual-military couple spouse, and dual-military spouse’s
commander.

(2) Place a copy of the DA Form 5305-R in the MPRJ which accompanies the departing soldier to the gaining unit.
(3) Ensure that in the event of deployment, the Family Care Plan files remain with the rear detachment, or if no rear

detachment remains, with the Family Assistance Center servicing the departing unit. ARNG and USAR commanders
must ensure Family Care Plan files are transferred to State Area Command (STARC)/Regional Support Command
(RSC)/ General Officer Command (GOCOM) before departing home station.

m. A copy of DA Form 5305-R with copies of DA Form 5840-R, 5841-R, and/or other appropriate documents will
be provided to the Child Development Center (CDC) if the CDC certified home care provider is designated as
temporary guardian. AR 608-10 paragraph 2-13a requires that a copy of DA Form 5305-R be on file at the military
CDC if the soldier’s family members are enrolled in the day care or extended care program.

n. Commanders must stress the soldier’s obligation to both the military and to his/her family members. Moreover,
they must ensure soldiers understand they will not receive special consideration in duty assignments or duty stations
based on their responsibilities for family members unless enrolled in the Exceptional Family Member Program
(EFMP). (See AR 608-75 for more information.) The main evidence that soldiers have made adequate arrangements for
the care of their dependent family members will be the execution of DA Form 5305-R with its attendant document
listed below:

(1) DA Form 5841-R, special power of attorney or other legal documents designating escort, temporary and primary
guardian(s) (unsigned until the soldier is deployed).

(2) Notarized DA Form 5840-R from person(s) named in power of attorney.
(3) Completed DD Form 1172 for each family member.
(4) Completed DD Form 2558 (unsigned until deployment) or proof of other adequate financial arrangements for

care of family members.
(5) Letters of instructions containing additional pertinent information for escorts, temporary or long-term guardians

(see DA Form 5840-R).
o. Commanders will encourage soldiers to consult with a legal assistance attorney about having a will prepared. The

Family Care Plan does not require a will, and soldiers will not be ordered to obtain a will. When a will is prepared, it
will not be retained in the unit files. Soldiers will be encouraged but not required to ensure that information regarding
the location of a soldier’s will is contained in the Family Care Plan.

p. AA commanders will continue to use the Family Care Counseling Report (SIDPERS AAC-C43) until such time
as SIDPERS 3 comes on line.

q. Maximum feasible testing of the validity and durability of Family Care Plans will be accomplished (for example,
during exercises, alerts, PDP, mobilization, deployment, annual training, and other unit activities) to ensure information
in a soldier’s DA Form 5305-R is correct, up-to-date, and workable. Family Care Plans found to be invalid during the
above testing will be revised/recertified within 30 days of the finding. For ARNG and USAR soldiers, it will be
revised/recertified within 60 days unless mobilization mission requirements preclude authorizing that amount of time.

5–6. Accommodating religious practices
a. The Army places a high value on the rights of its soldiers to observe tenets of their respective religious faiths.

The Army will approve requests for accommodation of religious practices unless accommodation will have an adverse
impact on unit readiness, individual readiness, unit cohesion, morale, discipline, safety, and/or health. As used in this
regulation, these factors shall be referred to individually and collectively as “ military necessity” unless otherwise
stated. Accommodation of a soldier’s religious practices must be examined against military necessity and cannot be
guaranteed at all times.

b. The DCS, G-1 will establish policy on the accommodation of religious practices within the U.S. Army.
c. The following will ensure that every enlisted (to include reenlistment), warrant, cadet, and commissioned officer

applicant is informed of the Army’s religious accommodation policy as set forth in this regulation and, furthermore,
that applicants acknowledge in writing that they have been so informed:

(1) Commanding General, U.S. Army Recruiting Command (for initial enlisted and AMEDD officer accessions).
(2) Commanding General, U.S. Army Training and Doctrine Command (TRADOC) (for all Reserve Officer Train-

ing Corps cadets, warrant officer candidates, and officer candidates).
(3) The Judge Advocate General (for all judge advocate officer accessions).
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(4) The Chief of Chaplains (for all chaplain officer accessions).
(5) Superintendent, United States Military Academy (USMA)(for all USMA cadet applicants).
d. The Chief of Chaplains will serve as advisor to the DCS, G-1 on matters pertaining to religious accommodation

and formulate and disseminate education and training programs regarding religious traditions and practices within the
U.S. Army.

e. The Commanding General, TRADOC, will ensure that training on the provisions of this chapter is provided for
commanders, chaplains, and judge advocates.

f. Unit commanders will approve/disapprove requests for accommodation of religious practices. If a commander
determines partial or complete denial is appropriate, he/she shall prepare a memorandum specifying the basis for denial
and provide a copy of the memorandum to the soldier. Commanders who rescind a previously approved religious
accommodation shall prepare a memorandum specifying the basis for rescission and provide a copy of the memoran-
dum to the soldier. Denial or rescission must be based upon one or more of the criteria discussed in 5-6a.

g. 
(1) Requests for religious accommodation generally fall into five major areas:
(a) Worship practices.
(b) Dietary practices.
(c) Medical practices.
(d) Wear and appearance of the uniform.
(e) Personal grooming.
(2) Requests for accommodation which are religiously based, but do not fall into one of these areas, will be handled

IAW paragraph 5-6h of this regulation.
(a) Worship Practices. Some religious groups have worship requirements which conflict with the soldier’s normal

availability for duty; for example worship on days other than Saturday or Sunday, a 25-hour Sabbath, or special holy
days or periods. These will be accommodated except when precluded by military necessity. If the time required for
religious worship falls within normal duty hours or duty rosters, the soldier may request exception from those hours
and rosters. The soldier, however, must be prepared to perform alternative duty or duty hours. Commanders may grant
ordinary leave as an option to soldiers who desire to observe lengthy holy periods or days.

(b) Dietary Practices. Some faith groups have religious tenets which prohibit the eating of specific foods, or
prescribe a certain manner in which food must be prepared. A soldier with a conflict between the diet provided by the
Army and that required by religious practice may request an exception to policy to ration separately. Religious belief is
grounds for granting such an exception. The soldier may also request permission to take personal supplemental rations
when in a field or combat environment.

(c) Medical Practices.
1. Some religious practices conflict with normal Army medical procedures. These practices include beliefs in self-

care, and prohibitions against immunizations, blood transfusions, or surgery.
2. A soldier whose religious tenets involve self-care may request accommodation for non-emergency or non-life-

threatening illness or injury. However, the unit and medical treatment facility commanders will consider the time
constraints for the soldier to recuperate without military medical care when determining whether or not to grant the
request for accommodation.

3. Soldiers who refuse to submit (or whose court-appointed guardian or other legal representative objects) to
recommended medical treatment because of religious objections will be referred to an ad hoc committee established by
the medical commander. The composition of and procedures followed by this committee are at the discretion of that
commander, except that the committee must include a chaplain and be chaired by a medical corps officer. In addition,
all committee members must be composed wholly of officers or full-time employees of the federal government.

4. The medical board’s report will include the following information:

– Proposed treatment required to relieve the incapacity and aid the soldier’s return to duty status, and expectation
to perform such treatment.

– The need for the medical care refused by the soldier.

– Reasonableness of the soldier’s refusal to undergo treatment. (The risks ordinarily associated with the proposed
treatment, the soldier’s age, general physical condition, and the reasons for refusing treatment will be considered and
articulated in this report.)

– Evidence that the soldier was given the opportunity to appear before the board in person; submit a written
statement; or submit written statements from a member of his or her faith group. If circumstances do not permit the
soldier to appear in person or submit a written statement (or both), or the soldier declines to appear in person or submit
a written statement; then the board will include this information in the report.

5. Soldiers believed incompetent will be aided by an appointed representative who may appear on their behalf. The
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representative need not be legally qualified. Rationale for the determination of incompetency will be included in the
report. All soldiers referred to committee will have the right to a representative.

6. The Army’s concern is with the possible effects of accommodation on the soldier’s health and ability to carry out
assigned tasks, the health of others, and the military medical system. If the examining board finds that the proposed
medical care is needed based on any of these concerns, then the soldier must be informed and given the opportunity to
accept the prescribed medical care. If the soldier still refuses the medical treatment commander will forward the
medical board proceedings to The Surgeon General (TSG), who will approve or disapprove the medical board
proceedings and return them to the medical treatment facility commander.

7. TSG will provide a copy of this determination to HQDA, ODCS, G-1, ATTN: DAPE-HR-L, Washington, DC
20310-0300.

8. If TSG approves the medical board proceedings, the soldier is again given the opportunity to accept the treatment.
If the soldier refuses, the medical treatment facility refers the matter to the soldier’s special court-martial convening
authority for action as that authority deems appropriate.

9. In emergency situations the medical treatment facility may order, or the attending physician may take, immediate
steps IAW local MTF policy to save a soldier’s life regardless of religious practices or objections.

10. Immunization requirements for soldiers are described in AR 40-562. Soldiers whose religious practices conflict
with the requirements of AR 40-562 may request temporary waivers of immunization requirements through command
channels. AR 40-562 grants surgeons general authority to waive immunization requirements in cases of religious
o b j e c t i o n s  t o  i m m u n i z a t i o n s  u n d e r  c e r t a i n  c i r c u m s t a n c e s .  W a i v e r  a p p r o v a l  a u t h o r i t y  i s  r e t a i n e d  b y  a p p r o p r i a t e
MACOM medical authority and waivers from private physicians are not authorized. (See AR 40-562, para 13.1, 13.4-
13.64)

(d) Wear and Appearance of the Uniform. Religious jewelry, apparel, or articles (hereafter referred to as religious
items) may be worn while in uniform if they are neat, conservative, and discreet. Religious items which are neat,
conservative, and discreet are those which meet the wear and appearance of the uniform standards delineated in AR
670-1. Except as noted in the following paragraphs, wear of religious items which do not meet the standards of AR
670-1 is not authorized and will not be accommodated.

(3) Wear of religious items which are not visible or apparent when in duty uniform is authorized, unless precluded
by specific mission-related reasons (which will normally be of a temporary nature). Examples of such items include
(but are not limited to) religious jewelry worn under the duty uniform or copies of religious symbols or writing carried
by the individual in wallets or pockets. Wear of religious items which are visible or apparent are governed by the
standards of AR 670-1.

(4) Religious jewelry, for example, which is visible or apparent when in duty uniform is authorized if it meets the
standards of AR 670-1. Jewelry bearing religious symbols or worn for religious reasons will not be singled out for
special accommodation, restriction, or prohibition; all wear and appearance standards will apply equally to religious
and non-religious jewelry.

(5) Religious items which do not meet the standards of AR 670-1 may be worn by soldiers in uniform while they
are present at a worship service, rite, or other ritual distinct to a faith or denominational group. Commanders may, for
operational or safety reasons, limit the wear of non-subdued items of religious apparel during services conducted in the
field based on military necessity.

(6) Religious headgear may be worn while in uniform if the headgear meets the following criteria.
(a) The religious headgear is subdued in color (generally black, brown, green, dark or Navy blue, or a combination

of these colors).
(b) The religious headgear is of a style and size which can be completely covered by standard military headgear.
(c) The religious headgear bears no writing, symbols, or pictures.
(d) Wear of the religious headgear does not interfere with the wear or proper functioning of protective clothing or

equipment.
(e) Religious headgear which meets these criteria is authorized irrespective of the faith group from which it

originates.
(f) Religious headgear will not be worn in place of military headgear under circumstances when the wear of military

headgear is required (for example, when the soldier is outside or required to wear headgear indoors for a special
purpose).

(7) Chaplains may wear religious attire as described in AR 670-1, CTA 50-909, and AR 165-1 in the performance
of religious services and other official duties as required. Commanders may not prohibit chaplains from wearing those
religious symbols which are part of the chaplain’s duty uniform.

(8) Physical Training (PT) Uniforms. PT uniforms present a particular problem for soldiers of both genders and
many religious faiths, due to concerns about modesty. Such concerns are not only religious, but at times are based in
social or regional perspectives. Differences in physiology and physical comfort levels between individual soldiers also
affects wear of the PT uniform. Commanders have the authority to prescribe uniformity in PT formations. They will,
however, consider the factors noted above if doing so.
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(9) Personal Grooming. The Army does not accommodate exceptions to personal grooming standards for religious
reasons except as noted below.

(a) Grooming practices based in religious reasons will not be singled out for special accommodation, restriction, or
prohibition. The grooming standards contained in AR 670-1 will apply equally to religious and non-religious grooming
practices.

(b) As an exception to this policy, religious-based exceptions to policy previously given soldiers under the provi-
sions of this regulation prior to 1 January 1986 continue in effect as long as the affected soldiers remain otherwise
qualified for retention. However, soldiers previously granted authority to wear unshorn hair, unshorn beard, or
permanent religious jewelry will not be assigned permanent change of station or temporary duty out of CONUS due to
health and safety considerations.

h. Requests for accommodation.
(1) Requests for religious accommodation of wear and appearance of the uniform and personal grooming practices

will not be entertained, subject to exceptions provided in paragraph 5-6g(4) and (5), above. The provisions of AR 670-
1 apply.

(2) Soldiers will submit requests for religious accommodation on other matters to their immediate commander. The
commander may approve the request either informally or formally (in writing), or disapprove it. Commanders will
respond to requests for religious accommodation within 10 working days of receipt.

(3) If a commander approves a request informally the issue is closed, except that the commander will assist the
soldier in completing those actions necessary to the accommodation (for example, obtaining permission to ration
separately or adjusting the unit duty roster).

(4) If the commander approves a request formally, the commander will provide the soldier with written notice of the
accommodation. The accommodation will then remain in effect unless revoked, in writing by the commander who
originally granted it (due to changed conditions), by a subsequent commander of that unit; by a commander of a
gaining unit if the soldier is transferred; or by a higher commander. If the accommodation is revoked, the written
notice of revocation, accompanied by a copy of the original accommodation, will constitute an appeal and will be
forwarded through command channels, without further attachments, IAW the routing described in paragraph (5) below.

(5) If the commander disapproves the request, he or she will afford the soldier the opportunity to appeal the
disapproval. This appeal will be done by means of a memorandum from the soldier, through each level of command (to
specifically include MACOM) to the Deputy Chief of Staff, G–1, ATTN: DAPE-HR-L, Washington, DC 20310-0300.
The memorandum will include, at a minimum the name, rank, social security number, unit, and MOS of the soldier; the
nature of the accommodation requested, the religious basis for the request, and endorsements by commander(s).
Enclosures will accompany the memorandum. Mandatory enclosures are a memorandum from a chaplain, and a copy
of legal review. Optional enclosures include statements by peers or officials of the soldier’s faith group, copies of
religious writings, statements, or doctrinal declarations bearing on the soldier’s request, documents pertaining to the
character of the soldier’s service, and (if appropriate) a statement from the soldier explaining in more detail the nature
of the request.

(a) The assigned unit chaplain, or other chaplain determined by the senior chaplain present, will interview the
soldier concerning the request for accommodation. A memorandum stating that this interview has occurred will
accompany the request for appeal. This memorandum will address the religious basis and sincerity of the soldier’s
request. The chaplain is not required to recommend approval or disapproval, but may do so if desired. Memoranda
from other chaplains may accompany the appeal as optional attachments, but do not meet the requirement for interview
by the assigned unit chaplain or one determined by the senior chaplain present.

(b) Evidence of legal review will be in accordance with local Staff Judge Advocate procedures. A legal advisor will
review the appeal packet for legal sufficiency and may make a recommendation for disposition of the appeal. The
review will also state whether the appeal memorandum and enclosures are complete within the provisions of this
regulation.

(6) If a commander at any level approves the request for accommodation, written approval will be returned to the
soldier through channels. If the commander disapproves it, the packet will be so endorsed and forwarded to the next
level of command.

(7) If all levels of command disapprove the request for accommodation, the packet will be forwarded to the DCS,
G-l, ATTN: DAPE-HR-L, for final decision.

(8) The DCS, G-1’s decision will be transmitted through channels to the soldier requesting accommodation within
30 days after receipt of the request. Appeals to decisions by the DCS, G-1 will not be entertained. Religious
accommodations granted by the DCS, G-1 may only be revoked by the DCS, G-1.

(9) Appeals to denials of accommodation will reach the DCS, G-1 within 30 days after the soldier submits the
appeal (60 days OCONUS).

(10) Soldiers whose appeals are denied may request separation from the Army under the provisions of AR 635-200,
paragraph 5-3. Commissioned or warrant officers who request separation for reasons of religious accommodation will
follow the application for release from active duty as prescribed in AR 600-8-24 (for other than Regular Army [OTRA]
), or apply for an unqualified resignation as outlined in AR 635-120 (for Regular Army [RA]). All personnel separated
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or discharged from the U.S. Army because of conflict between their religious practices and military requirements will
be subject to recoupment of Federal funds as outlined in referenced regulations.

j. Nothing in this regulation shall be construed to limit the authority of commanders to enforce standards by means
of all applicable provisions of the Uniform Code of Military Justice while requests and appeals are being processed.
Soldiers are obligated to adhere to orders and standards set by their immediate commanders.

k. The Committee for the Review of Accommodation of Religious Practices within the U.S. Army is dissolved
effective on the publication date of this regulation.

5–7. Prohibition of military labor unions
a. Incompatibility with military service.
(1) Soldiers must be prepared to fight and if necessary, place their own personal safety in jeopardy in order to

defend the Constitution of the United States and their fellow citizens. Therefore, discipline and prompt obedience to the
lawful orders of seniors are essential and time-honored elements of the American military tradition. From the earliest
Articles of War, laws and regulations have prohibited conduct detrimental to the military chain of command and lawful
military authority.

(2) Unionization of the Army is incompatible with the military chain of command. It would undermine the role,
authority, and position of the commander. It would impair the morale and readiness of the Army. Therefore, soldiers
will not take part in conventional labor-management negotiation or collective bargaining with their military and civilian
seniors. Nor will they take part in strikes, slowdown, picketing, or other traditional forms of job actions.

(3) Circumstances that could constitute a threat to the ability of the Army to perform its mission are not comparable
to circumstances that could constitute a threat to the ability of Federal civilian agencies to perform their functions.

b. Responsibilities. Installation commanders will report activities prohibited by this regulation immediately to
HQDA (DAPE-HR-S), WASH DC 20310-0300. Reports will be made by priority message and information copies will
be sent to intermediate commanders.

c. Prohibited activities.
(1) Enrollment and membership.
(a) A member of the Army, knowing of the activities of a particular military labor organization may not-
1. Join or maintain membership in such an organization.
2. Attempt to enroll another member of the Armed Forces as a member of such an organization.
(b) No person on a military installation, and no member of the Armed Forces, may enroll in a military labor

organization or solicit or accept dues or fees for such an organization from any member of the Armed Forces.
(2) Negotiation or bargaining.
(a) No person on a military installation, and no member of the Armed Forces, may negotiate or bargain, or attempt

through any coercive act to negotiate or bargain with any civilian officer, or employee, or any member of the Armed
Forces on behalf of members of the Armed Forces concerning the terms or conditions of service of such members.

(b) No member of the Armed Forces and no civilian officer, or employee, may negotiate or bargain on behalf of the
U.S. Government concerning the terms or conditions of military service of members of the Armed Forces with any
persons who represents or purports to represent members of the Armed Forces.

(3) Strikes or other concerted labor actions.
(a) No person on a military installation, and no member of the Armed Forces may organize or attempt to organize,

or participate in, any strike, picketing, march, demonstration, or other similar form of concerted action involving
members of the Armed Forces that is directed against the Government of the United States and that is intended to
induce any civilian officer or employee, or any member of the Armed Forces to-

1. Negotiate or bargain with any person about the terms or conditions of service of any member of the Armed
Forces.

2. Recognize any military labor organization as a representative of individual members of the Armed Forces in
connection with any complaint or grievance of any such member arising out of the terms or conditions of service of
such member in the Armed Forces.

3. Make changes in the terms or conditions of military service in the Armed Forces of individual members of the
Armed Forces.

(b) No person may use any military installation for any meeting, march, picketing, demonstration, or other similar
activity for the purpose of engaging in any activity prohibited by this regulation.

(c) No member of the Armed Forces, and no civilian officer or employee, may permit or authorize the use of any
military installation for any meeting, march, picketing, demonstration, or other similar activity which is for the purpose
of engaging in any activity prohibited by this regulation.

(4) Representation. A military labor organization may not represent, or attempt to represent any member of the
Armed Forces before any civilian officer or employee, or any member of the Army, in connection with any grievance
or complaint of any such member arising out of the terms or conditions of service of such member of the Army.
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(c) Provide for soldier, civilian, retiree and family member participation in quality of life matters. Ensure inclusion
of single soldiers in quality of life programs/initiatives.

(6) USARC/CONUSA/Installation/STARC/ RSC/ GOCOM commanders at all levels will provide an environment
which encourages an effective family program and will at a minimum:

(a) Ensure command emphasis to the unit level.
(b) Ensure the designation of a TAFP point of contact as an additional duty in each unit below installation/STARC/

RSC/ GOCOM level.
(c) Identify and input fiscal and personnel resource requirements for the TAFP as part of the command operating

budget process.
(d) Ensure soldier, civilian, retiree, and family member awareness of the TAFP.
(e) Ensure soldier, civilian, retiree, and family member access to entitlements, family programs, and family services.
(f) Provide for soldier, civilian, retiree and family member participation in quality of life programs. Ensure inclusion

of single soldiers in quality of life programs and initiatives.
(g) Installations/STARCs will ensure/facilitate appropriate coordination of TAFP elements for all components within

their geographical area of responsibility during peacetime or any levels of contingency or mobilization.
(7) Unit commanders at all levels will provide an environment which encourages an effective family program and at

a minimum will-
(a) Appoint a TAFP point of contact as an additional duty.
(b) Provide pre-deployment briefings as required.
(c) Ensure soldier and family member awareness of the TAFP.
(d) Ensure soldier and family member access to entitlements, family programs, and family service.
(e) Ensure the proper documenting and monitoring of personal affairs readiness of soldiers, to include Family Care

Plans (see paragraph 5-5).
(f) Ensure inclusion of single personnel in quality of life programs and initiatives.
(8) Family Program Coordinators will-
(a) Advise the commander concerning the impact of the TAFP on retention, readiness, training, and mobilization/

deployment.
(b) Coordinate the development of the TAFP.
(c) Coordinate the development of resource requirements to support the TAFP.
(d) Coordinate public/community/employer awareness and support of the TAFP.
(e) Serve as command liaison with military and civilian agencies involved in resourcing and supporting the TAFP.
(9) Soldiers bear primary responsibility for their family and personal affairs readiness. They should support and

participate in the TAFP. At a minimum soldiers will-
(a) Keep themselves and their families informed concerning key (unit) personnel information, benefits, programs,

etc. Ensure that information regarding the TAFP is provided to family members.
(b) Support, and where appropriate, encourage their family members to support the programs, services and activities

designed to maintain and/or enhance the quality of life and well being of all members of the Total Army Family.
(Many of those programs, services, and activities are primarily dependent upon volunteers to ensure their success and
continued effectiveness.)

5–11. Federal Parent Locator Service
Title 10, Section 113, of the U.S. Code requires that current addresses of soldiers be available to the Federal Parent
Locator Service. The Defense Enrollment Eligibility Reporting System (DEERS) serves as DOD’s centralized personal
locator service. Commanders will ensure that all soldiers update new residential addresses on the DEERS system
within 30 days after the new address is established. Soldiers assigned overseas, or whose residential address should not
be disclosed in the commander’s judgment due to security or safety concerns, will provide a duty address to the
DEERS system.

5–12. Military Whistleblower Protection Act
Department of the Army personnel are prohibited from taking acts of reprisal against any soldier for filing a complaint
of unlawful discrimination or sexual harassment (See DoD Directive 7050.6).

a. No person shall restrict a member of the Armed Services from making a protected communication with a member
of Congress; an Inspector General; a member of a DoD audit, inspection, investigation or law enforcement organiza-
tion; or any other person or organization (including any person in the chain of command) designated under this
regulation or other administrative procedures to receive such communication.

b. Soldiers shall be free from reprisal for making or preparing a protected communication.
c. No employee or soldier may take or threaten to take an unfavorable personnel action, or to withhold or threaten to

w i t h h o l d  a  f a v o r a b l e  p e r s o n n e l  a c t i o n ,  i n  r e p r i s a l  a g a i n s t  a n y  s o l d i e r  f o r  m a k i n g  o r  p r e p a r i n g  a  p r o t e c t e d
communication.
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d. The chain of command shall ensure complainants are protected from reprisal or retaliation for filing equal
opportunity complaints. Should soldiers be threatened with such an act, or should an act of reprisal occur, they must
report these circumstances to the DoD Inspector General. If the allegation of reprisal is made known to any agency
authorized in this regulation to receive complaints, the agency should refer the complaint to the DoD Inspector
General. It is strongly encouraged to simultaneously report such threats or acts of reprisal to the appropriate chain of
command. The DoD IG Hotline number is 1(800) 424-9098 or DSN 664-8799, and may be used to report threats or
acts of reprisal. Personnel calling from outside the continental United States may dial (703) 604-8569; or, mail a letter
to Department Of Defense Inspector General, ATTN: Defense Hotline, 1900 Defense Pentagon, Washington, DC
20301-1900.

Chapter 6
Equal Opportunity Program In The Army

6–1. Purpose
The Equal Opportunity (EO) program formulates, directs, and sustains a comprehensive effort to maximize human
potential and to ensure fair treatment for all persons based solely on merit, fitness, and capability in support of
readiness. EO philosophy is based on fairness, justice, and equity. Commanders are responsible for sustaining a
positive EO climate within their units. Specifically, the goals of the EO program are to-

a. Provide EO for military personnel, and family members, both on and off post and within the limits of the laws of
localities, states, and host nations.

b. Create and sustain effective units by eliminating discriminatory behaviors or practices that undermine teamwork,
mutual respect, loyalty, and shared sacrifice of the men and women of America’s Army.

c. Additionally, in many circumstances, DA civilians may use the Equal Employment Opportunity complaint
system. AR 690-600 provides further guidance.

6–2. Responsibilities
a. The Deputy Deputy Chief of Staff, G-1. The DCS, G-1 will-
(1) Be responsible for Army-wide policies, doctrine, plans, and initiatives pertaining to the Army EO Program.
(2) Be responsible for overall evaluation and assessment of the Army’s EO Program.
(3) Write, coordinate, maintain, and implement the Headquarters, Department of the Army (HQDA) Affirmative

Action Plan (AAP).
(4) Establish selection criteria, in coordination with the CG, U.S. Total Army Personnel Command (PERSCOM), for

Army personnel to attend the Defense Equal Opportunity Management Institute (DEOMI).
(5) Coordinate, in conjunction with the CG, PERSCOM, EO training seat allocations at DEOMI.
(6) Coordinate the distribution of training seats at DEOMI between the Active Army and the U.S. Army Reserve

(USAR).
(7) Include Equal Opportunity Advisor (EOA) staffing requirements in authorization documents.
(8) Establish and maintain a sexual harassment and sexual abuse assistance line to assist victims of harassment or

abuse with information which will allow them to report the harassment or abuse to their local authorities and/or seek
emotional counseling from local resources. Army Assistance Line number is 1-800-267-9964.

b. Chief, National Guard Bureau (CNGB), and Chief, U.S. Army Reserve (CAR). The CNGB and CAR will-
(1) Develop, monitor, and evaluate the implementation of EO policies and programs in their components.
(2) Establish requisite staff positions in their offices and make resources available to adequately carry out EO

Program requirements.
(3) Select Army National Guard and Reserve personnel to attend the DEOMI.
(4) Develop information management and reporting requirements to determine the progress made toward affirmative

action goals.
(5) Establish EO training for units and professional military education courses consistent with HQDA policy and

command needs.
c. Commanding General, U.S. Army Forces Command (CG, FORSCOM). The CG, FORSCOM, will-
(1) Supervise and evaluate the unit EO training program conducted by the numbered armies in continental United

States (CONUS).
(2) Coordinate, on a continuing basis with the Office of the Chief, Army Reserve (OCAR), to conduct EO seminars

for USAR general officers assigned to Army Reserve Commands/General Officer Commands (RSCs/GOCOMs) and
for key military and civilian staff assigned to those commands.

(3) Assess and evaluate USAR EO programs.
d. Commanding General, U.S. Army Training and Doctrine Command (CG, TRADOC). The CG, TRADOC, will-
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(1) Develop EO training doctrine and training materials. Coordinate development with HQDA.
(2) Develop EO instruction and associated training materials for use in the accession/initial-entry-training base, in

professional military education courses throughout the Army and in units. Training will be interactive, small group
oriented and testable.

(3) Conduct required EO education and training in TRADOC Service schools and training centers.
(4) Evaluate the effectiveness of training conducted in TRADOC Service schools and training centers.
(5) Provide assistance and instructional materials to schools not under the jurisdiction of TRADOC. These schools

include, but are not limited to The Judge Advocate General’s School, Army Medical Department Center and School,
Inspector General Course, and U.S. Army War College.

(6) Develop the program of instruction and evaluate the conduct of the Army Service Specific Training (ASST) for
Army personnel attending the resident and reserve training courses at DEOMI.

(7) Develop EO correspondence courses available to all Army personnel.
(8) Establish the Soldier Support Institute (SSI) as the proponent for EO training.
e. Commanders of Major Army Commands (MACOM). These commanders will-
(1) Monitor the execution of the EO Program in all commands, installations, agencies, and activities (to include

Army Reserve and Army National Guard units when activated) under their jurisdiction.
(2) Schedule EO training for units consistent with HQDA policy and command needs.
(3) Provide support, as appropriate, for EO matters in all host and tenant support agreements.
(4) Ensure EOAs deploy with assigned units.
(5) Ensure military and civilian EO/EEO programs complement each other.
(6) Provide personnel, funding, and other resources to carry out the EO Program. Funding may be used for the

continuous education of command EOAs, local training for equal opportunity representatives (EORs), staff assistance
visits (SAVs) by headquarters personnel, and ethnic observances/special commemorations for the entire installation’s
personnel.

(7) Ensure installations maintain EO assistance lines to provide advice and information on unlawful discrimination
and sexual harassment. These assistance lines shall provide procedural information on the filing of EO complaints and
clarify what constitutes acts of sexual harassment. Complaints shall not be received over the telephone. Personnel with
complaints must file them in person. The assistance line shall also provide information on the complaint appeals
process to include access to higher levels of authority if resolution cannot be accomplished at the installation level. The
assistance line may also be used to provide information to leaders on the procedures to follow in handling sexual
harassment complaints. Personnel serving as assistance line operators must be well trained in Army policies and
procedures for processing EO complaints.

(8) Submit Quarterly Narrative and Statistical Report (QNSR) IAW procedures outlined in para 6-16.
f. Commanding General, U.S. Total Army Personnel Command (CG, PERSCOM). The CG, PERSCOM, will-
(1) Maintain statistical data concerning racial/ethnic designation category (REDCAT) and gender for the manage-

ment of personnel systems and affirmative action initiatives.
(2) Determine the need for training seats at DEOMI for the Annual Structure Manning and Decision Review

(SMDR) for the Program Objective Memorandum (POM) years.
(3) Program personnel, in coordination with HQDA, ODCS, G-1, ATTN: DAPE-HR-L, to attend DEOMI.
(4) Control DEOMI military student training allocations for the Army.
(5) Assign active duty military personnel to meet Army EOA requirements.
(6) Demographically align EOAs with population of the U.S. Army as a whole.
g. Commanders at all levels. Commanders at all levels are the EO officers for their commands. All commanders

will-
(1) Be personally responsible and accountable for the EO climate within their units.
(2) Develop and implement EO programs for their organizations that enhance unit cohesion, esprit, and morale.
(3) Upon receipt of a DA Form 7279-R (Equal Opportunity Complaint Form), the Commander will, within 72

hours, provide a description of the allegations through command channels to their general court-martial convening
authority. DA Form 7279 will be locally reproduced on 8 1/2 by 11-inch paper. A copy for reproduction purposes is
located at the back of this regulation. DA Form 7279-R will also be available on the USAPA web site and the Army
Electronic Library (AEL) CD-ROM

(4) Identify unlawful discriminatory practices affecting military personnel and family members, initiate corrective
actions, and provide follow-up and feedback throughout problem resolution.

(5) Promote EO and interpersonal harmony for all military personnel and family members.
(6) Assign EOAs to their personal or coordinating staff as prescribed in paragraph 6-4, below. The EOAs must

attend staff meetings and be included in unit training exercises and deployments in order to accomplish their EO
mission.

(7) The commander will be in the EOA rating scheme.
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(8) Conduct EO training on a continuing basis for all assigned and attached personnel. Training must be consistent
with this regulation, MACOM directives, and local guidance.

(9) Monitor and assess the execution of EO programs and policies at all levels within their areas of responsibility.
(10) Involve public affairs personnel at every level of command in planning and publicizing EO programs and

initiatives.
(11) Publish and post separate, written command policy statements for EO, the prevention of sexual harassment, and

equal opportunity complaint procedures. All statements will be consistent with Army policy. Statements must include
an overview of the command’s commitment to the EO program and reaffirm that unlawful discrimination and sexual
harassment will not be practiced, condoned, or tolerated. The policy statements will explain how and where to file
complaints. Additionally, the statements shall include complainant’s protection from acts or threats of reprisal. These
statements are required for each MACOM, installation, separate unit, agency, and activity down to company/troop/
battery or equivalent level. For more information on sexual harassment policy statements, see para 7-2b.

(12) Company level commanders will conduct a unit climate assessment within 90 days (180 days for USAR units)
of assuming command and annually thereafter. Administration of the Command Climate Survey must be a part of the
assessment for battery/company commanders. Information on conducting this assessment may be found in appendix F.
Commanders should supplement any survey efforts with individual and group interviews, the analysis of unit records
and statistical information (awards, promotions, reenlistment, incidents of misconduct resulting in punishment under the
Uniform Code of Military Justice (UCMJ)), and with complaint reports. This assessment will provide a baseline for the
commanders to develop action plans and implement program initiatives.

(13) Encourage soldiers to use their chain of command to address issues.
(14) Take appropriate action to prevent incidents of intimidation, harassment, or reprisal against individuals who file

an EO complaint.
(15) Take appropriate action against those who violate Army policy.
(16) Monitor the demographics of the Equal Opportunity Representatives (EORs) in their command to ensure it

reflects that of the unit as a whole.
(17) Report all EO training at the quarterly training brief.
h. EOA Responsibilities. The actual duties of EOAs, relative emphasis, and time allotted to each duty vary according

to type of unit or level of command, unit composition, and location. EOAs are agents for cultural change and act as the
eyes and ears for the commander. EOAs will not be assigned further duties that may create a conflict of interest. Equal
Opportunity Advisors will -

(1) Understand and articulate Department of Defense (DOD) and Army policies concerning equal opportunity.
(2) Assist the commander in implementing a Consideration of Others Program.
(3) Recognize and assess indicators of institutional and individual discrimination in organizations.
(4) Recognize sexual harassment in both overt and subtle forms.
(5) Recommend appropriate remedies to eliminate and prevent unlawful discrimination and sexual harassment.
(6) Continuously assess the command climate through formal surveys, interviews and accessibility to the unit.
(7) Collect, organize, and interpret demographic data concerning all aspects of EO climate assessment.
(8) Assist commanders in assessing, planning, implementing and evaluating the EO program.
(9) Prepare input for the Quarterly Narrative Statistical Review (QNSR), which supports the Army’s Military Equal

Opportunity Assessment (MEOA).
(10) Train unit EORs and institutional training course\ service school instructors to assist commanders/commandants

in meeting their EO responsibilities.
(11) Organize or assist with training sessions that pertain to equal opportunity, unlawful discrimination, prevention

of sexual harassment, and the Consideration of Others Program.
(12) Assist in evaluating the effectiveness of unit training conducted by commanders.
(13) Plan and help conduct executive seminars for senior leadership, on EO action plans and affirmative actions,

e q u a l  o p p o r t u n i t y ,  u n l a w f u l  d i s c r i m i n a t i o n ,  t h e  C o n s i d e r a t i o n  o f  O t h e r s  P r o g r a m  a n d  t h e  p r e v e n t i o n  o f  s e x u a l
harassment.

(14) Receive and assist in processing individual complaints of unlawful discrimination and sexual harassment and
conduct EO inquiries according to the commander’s guidance.

(15) Provide advisory assistance to commanders and investigating officers in the investigation and resolution of
unlawful discrimination and sexual harassment complaints.

(16) Review and comment on investigative reports of equal opportunity complaints for compliance with DoD and
DA EO policy and objectives.

(17) Conduct follow-up assessments of all formal EO complaints.
(18) Assist in the planning and conduct of ethnic observances/special commemorations, as outlined in table 6-1.
(19) Assist commanders in developing the EO policy for their unit.
(20) Maintain, where appropriate, informal liaison with community organizations fostering civil rights. If the EOA
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decides to become a member of such organizations in his/her private capacity, he/she must coordinate with the
servicing judge advocate to preclude possible conflicts of interest.

(21) Conduct staff assistance visits to subordinate units and other headquarters (equivalent or lower).
(22) Conduct or attend Equal Opportunity coordination training at least once quarterly at the installation level.
(23) Assist commanders in the development of realistic affirmative action plans and monitor progress of plans.

Table 6–1
Special commemorations/ethnic observances timetable

Month: January
Dates: 3d Monday
Observance: Martin Luther King, Jr., Birthday
Authority/comment: Public Law 98-144, Nov. 83 (Federal holiday)

Month: February
Dates: 1-28/29
Observance: African-American/Black History Month
Authority/comment: First Presidential Proclamation, Feb. 76

Month: March
Dates: 1-31
Observance: Women’s History Month
Authority/comment: Public Law 100-9, Mar 87

Month: April/May
Dates: Sunday to Sunday for Week Incorporating Yom Hashoah
Observance: “ Days of Remembrance” for Victims of the Holocaust
Authority/comment: Public Law 96-388, Oct. 80

Month: May
Dates: 1-31
Observance: Asian Pacific Heritage Month
Authority/comment: First Presidential Proclamation, May 91

Month: August
Dates: 26
Observance: Women’s Equality Day
Authority/comment: First Presidential Proclamation, Aug. 73

Month: September/October
Dates: 15 Sep. - 15 Oct.
Observance: National Hispanic Heritage Month
Authority/comment: Public Law 100-402, Aug. 88

Month: November
Dates: 1-30
Observance: National Native American Indian Heritage Month
Authority/comment: Public Law 102-188, Mar 92

i. Equal opportunity representatives/leaders (EORs/EOLs) Responsibilities. EORs will assist commanders at the
battalion-level or equivalent and below in carrying out the EO Program within their units. EORs serve a special duty at
small unit level. Commanders must appoint EORs in their units who are members of the chain of command in the rank
of SSG through 1LT. Soldiers who are graduates of DEOMI and have been awarded enlisted Skill Qualifying Identifier
(SQI) Q or officer Additional Skill Identifier (ASI) 5T are still available to perform as additional unit EORs after
successful completion of their special duty tour as an EOA. Brigade or higher headquarters’ EOAs are available to
train unit EORs using the 80 hour Training Support Package (TSP) published by the EO Proponency Office, Soldier
Support Institute. EOAs are authorized to supplement that training package to meet local needs and conditions.
Instruction in other subject areas related to, or supportive of EO objectives, such as the Consideration of Others
Program, may be provided by personnel from other agencies or program areas during this training. Typical roles and
duties of EORs are as follows-

(1) Assist commanders in the recognition of detractors from a healthy unit EO climate.
(2) Continuously assist commanders in the conduct of unit climate assessments.
(3) Prepare and assist the commander in the conduct of EO training.
(4) Establish and maintain liaison with other EORs and with the EOA at higher headquarters.
(5) Assist commanders and assigned project officers in preparing and conducting ethnic observances and special

commemorations.
(6) Assist complainants by referring them to an appropriate agency for assistance. Complaints referred to another
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agency will be reported to the EOA. EORs may not conduct investigations and are not trained to fully advise AR 15-6
investigating officers in their conduct of EO complaint investigations. Any commissioned officer performing the
additional duty of an EOR, may be asked (in the capacity of a commissioned officer and as a disinterested, third party)
to conduct investigations. Yet, those situations should not concern EO complaints within their organization.

(7) Serve as a resource person for EO matters in the unit.

6–3. Equal Opportunity Policy
a. The U.S. Army will provide equal opportunity and fair treatment for military personnel, family members and DA

civlians without regard to race, color, gender , religion, or national origin, and provide an environment free unlawful
discrimination and offensive behavior. This policy-

(1) Applies both on and off post, during duty and non-duty hours.
(2) Applies to working, living, and recreational environments (including both on and off-post housing).
b. Soldiers will not be accessed, classified, trained, assigned, promoted, or otherwise managed on the basis of race,

color, religion, gender, or national origin. The assignment and utilization of female soldiers is partially governed by
federal law. AR 600-13, Army Policy for the Assignment of Female Soldiers, prescribes policies, procedures, responsi-
bilities, and the position coding system for female soldiers.

c. Rating and reviewing officials shall evaluate each member’s commitment to elimination of unlawful discrimina-
tion and/or sexual harassment and document significant deviations from that commitment in evaluation reports.
Substantiated formal complaints require a “ Does not support EO” on the NCOER or the OER. This documentation
includes administering appropriate administrative, disciplinary, or legal action(s) to correct inappropriate behavior.

d. This chapter does not implement the provisions of either the Age Discrimination in Employment Act of 1967
(Sections 630 through 634, Title 29, United States Code) or Title VII of the Civil Rights Act of 1964 (Section 2000e,
Title 42, United States Code). Physical disability and age controls are not addressed due to overriding concerns of
medical fitness and deployability of military personnel.

6–4. Staffing
a. Minimum military staffing requirements.
(1) EOAs will be assigned to the personal or coordinating staff of commanders at installations, organizations, and

agencies that are brigade-level (or equivalent) and higher. Assignments will not be as collateral or part-time duty.
Primary duty position authorizations and requirements that comply with this guidance are to be documented in
applicable personnel management authorization documents. Authorized positions will not be eliminated without prior
approval by the Secretary of the Army.

(2) Active duty military staffing.
(a) Each brigade-level or equivalent unit will have, as a minimum, one full-time EOA with the rank of SFC or

higher. Each division will have four EOAs: one officer (LTC) and three noncommissioned officers (NCOs) (one MSG
and two SFC). Corps staff will have one officer (LTC) and three NCOs (one SGM, one MSG and a SFC). At most
Major Army Commands (MACOM), there will be three EOAs: one officer (LTC) and two NCOs (one SGM and one
MSG or SFC). FORSCOM, TRADOC and USAREUR will have an additional NCO in the grade of SFC. At HQDA
there will be four officers (LTC and three MAJs) and four NCOs (one SGM and three SFCs) At the Soldier Support
Institute (SSI) there will be three EOAs: one officer (LTC) and two NCOs (one SGM and one MSG).

(b) In addition to the above-stated unit staffing requirements, small installations (less than 10,000 soldiers) or base
support battalions (BSBs) are authorized one enlisted EOA (SFC). Large installations (greater than 10,000) and area
support groups (ASGs) are authorized two enlisted EOAs (MSG and SFC).

(c) Installation EOAs will provide geographic support for units without a dedicated EOA in their specific region.
Installation commanders will establish Memoranda of Agreement with tenant units without EOA support to ensure that
those tenant units receive EOA support from the installation. Installation EOAs will also support non-deploying
soldiers whose unit EOA deployed with their unit.

(d) Civilian substitutions for the above minimum staffing requirements are not authorized. Any staffing authorized
beyond these minimum requirements may be either military EOAs or civilians officially assigned to and trained for
such duties. Assignment of EO duties to civilians must be in strict accordance with applicable position classification
standards and guidelines.

(3) US Army Reserve (USAR) staffing. An EOA will be assigned to the staff of each brigade-level unit or brigade
equivalent unit. One officer EOA (minimum rank LTC) and one enlisted EOA (minimum rank MSG) will be assigned
to the staff of each RSC/GOCOM and division-level or equivalent unit. Civilian substitutions are not authorized.

(4) Army National Guard (ARNG) staffing requirements are established by the CNGB. Civilian substitutions are not
authorized.

b. Location in the organizational structure. EOAs assigned on the unit’s Table of Distribution and Allowances
(TDA), should be attached to a specified unit (as described above) for duty, administration, and UCMJ, because they
support that specific commander.

c. The EO Program and the Equal Employment Opportunity (EEO) Program relationship. The EO program for
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military personnel and the EEO program for civilian personnel share the same foundations in similar goals and
objectives. However, their practice and execution are considerably different. Separate laws and/or regulatory guidance
and policy guide each program. The EEO Program implements laws which address employment issues for civilian
employees and applicants for employment. The roles and missions of the EOA and EEO officer are not interchangea-
ble. EOAs will not supervise EEO personnel, nor will EEO personnel supervise EOAs. EO and EEO offices will not be
consolidated under the direction of one or the other program principals. There are areas in which EO and EEO
programs can and should be integrated when doing so promotes understanding, efficiency, economy and common
interests of both programs. These areas include the planning and execution of special observances, Consideration of
Others Program, development of affirmative action plans, some aspects of training, and coordination of administrative
support.

6–5. EOA Selection And Assignment Policy
a. Selection Policy. The CG, PERSCOM, will select qualified officers and NCOs for duty as EOAs in accordance

with the following selection requirements -
(1) Outstanding duty performance. Includes a review of the individual’s evaluation reports.
(2) Stability in personal affairs. Soldier will not have a recent history of severe domestic or personal problems

(excluding divorce), chronic indebtedness, excessive use of alcohol, or any use of illegal drugs. Individuals withdrawn
for cause from any Human Reliability or Personal Reliability Program during the two years preceding the nomination
will need a waiver from HQDA, ODCS, G-1, ATTN: DAPE-HR-L, 300 Army Pentagon, Washington, DC 20310-0300.

(3) Must not have been punished under the provisions of the UCMJ during the 5 years preceding the nomination or
have a history of frequent punishments under Article 15, UCMJ.

(4) Must have a minimum of 2 years of service remaining upon completion of the DEOMI course.
(5) Must meet Army fitness and body composition standards.
(6) Must be competitive for promotion.
(7) Must have not previously declined or been disenrolled (academic or disciplinary) from NCOES or Officer

Professional Development Course.
(8) Have a GT score of 110 (waiverable).
(9) Maintain a minimum PULHES profile of 111221 (waiverable).
(10) Must maintain qualification standards throughout tour. Units will notify PERSCOM through channels when an

EOA fails to meet minimum qualification standards.
(11) In addition to the above requirements, officers must-
(a) Have a bachelor’s degree.
(b) Be an active duty officer in the grade of LTC or above, except as noted in paragraph 6-4a(2)(a). USAR officers

must be at least in the grade of LTC. ARNG officer grade requirements are established by CNGB.
(c) Officers assigned to the DEOMI as instructors can be in the grade of CPT or above.
(d) Field Grade officers must be graduates of, or have received Military Education Level (MEL) 4 credit for,

Command and General Staff College.
(12) In addition to requirements (1) through (10) above, active duty and USAR enlisted soldiers (requirements for

ARNG enlisted soldiers are established by the CNGB) must-
(a) Be a high school graduate (or equivalent) and possess the potential to complete college-level courses. Soldiers

who are unable to score at a 12th grade level in all measured areas of the Test of Adult Basic Education (TABE) will
not be assigned to EOA duty. The soldier’s test results will become part of their out-processing paperwork that will be
checked off by the unit commander prior to travel to DEOMI, and taken to DEOMI for inclusion in their student
packet.

(b) Be a SFC or SSG(P), or above, with less than 18 years time in service upon completion of DEOMI (Waiverable
for SGM and MSG).

(c) Have served in a leadership position.
(d) Not be assigned to back-to-back special duty assignments (e.g., drill sergeant to EOA or recruiter to EOA).
b. Volunteers. Any officer or NCO who meets the selection criteria in paragraph 6-5a may volunteer for duty as an

EOA by submitting a written request to his/her Branch Manager. Enlisted requests will be submitted through the first
LTC in the chain of command, who will endorse the request with a statement of suitability for EOA duties.

c. Tour lengths for EOAs.
(1) Active Duty Enlisted. Tours for enlisted personnel assigned to CONUS units will be 24 months (exclusive of

training time) with the possibility for extension of one year. Tours for enlisted personnel assigned OCONUS will be
the prescribed tour length of that assignment based on status (accompanied/ unaccompanied). Those soldiers assigned
to a one-year OCONUS tour will be assigned the additional one-year in CONUS.

(2) Active Duty Officer. Tours for officers assigned to CONUS units will be 24 months (exclusive of training time).
Tours for officers assigned OCONUS will be the prescribed tour length for short tours or 18 months (exclusive of
training time) for long tours.
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(3) USAR or NGB. USAR or NGB EOA tours will be a minimum of three years upon completion of DEOMI and a
maximum of six years. Reserve Component EOAs will obtain school quotas through the Army Training Requirements
and Resource System (ATRRS) for course attendance in either the 15-week resident course or the three-phase Reserve
Component (RC) EOA course at the DEOMI within 60 days of assignment as an EOA. USAR soldiers must complete
the Reserve Component course within 1 training year of completion of the initial resident phase. Requests to exceed
the 1-year completion requirement must be forwarded through the chain of command to the Commandant, DEOMI,
Patrick AFB, FL 32925-3399. Each request will be handled on a case-by-case basis and will require justification of the
soldier’s inability to complete the course within the allotted time. However, commanders must closely monitor training
status to ensure course completion is expedited to the maximum extent possible. Army National Guard soldiers must
complete the course within 18 months of assignment to duty position. Failure to complete the course will result in
removal from the EOA position.

d. Early Release.
(1) The Director, Enlisted Personnel Management Directorate (EPMD), PERSCOM is authorized to approve/

disapprove the early release of enlisted EOAs from the EO program when:
(a) The EOA has been selected for promotion to SGM and the current unit of assignment cannot place him or her;

the EOA will be moving to a command NCO position (1SG); or the EOA is a CSM designee.
(b) The EOA’s commander has notified PERSCOM in writing, through the MACOM, that the EOA is being

reassigned as a 1SG or CSM.
(c) PERSCOM is able to select, train, and assign a replacement for the outgoing EOA expeditiously to eliminate a

gap in coverage.
(d) necessary for cause.
(2) The CG, PERSCOM, is authorized to approve/disapprove the early release of officer EOAs from the EO

program when:
(a) The EOA has been selected for promotion and the current unit of assignment cannot place him or her.
(b) The EOA has been selected for a Command Selection List (CSL).
e. Relieved from EO duty. The active Army EOA relieved from EO duty will receive a Relief for Cause Evaluation

Report. This will occur immediately following the removal from duty.
f. Removal of the EOA SQI. The EO SQI or ASI may be withdrawn from the active Army EOA only if approved by

HQDA for active Army soldiers, a state AG for ARNG, or the Chief, Army Reserve for USAR. A memorandum
signed by the commander, with a copy of the Relief for Cause Evaluation Report will be forwarded through the
MACOM and PERSCOM to HQDA, ODCS, G-1, ATTN: DAPE-HR 300 Army Pentagon, Washington DC 20310-
0300.

g. Recurring EOA duty. EOAs will not serve consecutive EOA duties without prior approval from CG, PERSCOM,
a state AG, or OCAR.

6–6. Attendance At The Defense Equal Opportunity Management Institute (DEOMI)
a. Attendance.
(1) Enlisted personnel selected for EOA duty by PERSCOM will be programmed to attend the 15-week EO Advisor

course at DEOMI. The course is described in paragraph 6-6b below.
(2) Officers in the grade of LTC will attend the 6-week EO Program Manager Course (EOPMC). Officers may

attend the 15-week course when space is available.
(3) Reserve Component Full Time Support (FTS) EO personnel filling an authorized, full-time EO Specialist

position, who have previously completed one or more phases of the RC EOA Course (resident or non-resident) at
DEOMI are eligible to attend and complete the 15-week course. Even if these soldiers are reassigned to another
military occupational specialty-enlisted (MOS-ENLD) or specialty skill identifier (SSI), they can complete the course.

b. Resident Courses. The DEOMI curriculum consists of two resident courses: a 15-week EO advisor course and a
6-week EO Program Manager course. The 15-week course is designated to train personnel for assignment as full-time
EOAs. The 6-week EO Program Manager Course (EOPMC) is intended for those personnel who have supervisory or
managerial responsibilities or to train officers serving as EOAs at division level and above. A three-phase Reserve
Component EO Advisor Course, consisting of two 2-week resident phases and one nonresident phase, is conducted for
ARNG and USAR personnel.

c. Certification. Upon successful completion of the 15-week Equal Opportunity Advisor Course and the resident/
non-resident RC Equal Opportunity Advisor Course, DEOMI recommends graduates for the awarding of SQI Q
(enlisted) and ASI 5T (officers). Officers attending the 6-week EO Program Manager Course will receive course code
PAQ in their official records. The CG, PERSCOM, will award the appropriate designator upon the soldiers’ successful
completion of DEOMI. Only graduates of the DEOMI courses listed above are designated as EOAs.

d. Scheduling of training. The CG, PERSCOM, programs qualified active duty officers and NCOs for training and
duty as EOAs. The CNGB and CAR program Army National Guard and U.S. Army Reserve soldiers for EOA duty.
CG PERSCOM controls DEOMI training seats for active duty and USAR personnel. CNGB controls training seats for
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Army National Guard for the DEOMI Reserve Component and EO Program Orientation for Managers Courses.
Commands will use the following procedures to acquire these allocations:

(1) Commanders desiring to send officers and NCOs on temporary duty (TDY) to DEOMI and then return to their
units as EOAs will send their requests through their MACOMs. MACOMs will forward applications for officers to CG,
PERSCOM, 200 Stovall Street, ATTN: TAPC-OPB-D, Alexandria, VA 22332-0400. For NCOs, forward applications
to CG, PERSCOM, ATTN: TAPC-EPM-A, 2461 Eisenhower Ave., Alexandria, VA 22331-0454.

(2) Units must request training seats in writing and requests must arrive at PERSCOM no later than 45 days before
the starting date of a requested class.

(3) Reserve Component personnel must have an ATRRS allocation to be considered for attendance. This is
applicable to ARNG unit members, and USAR troop program unit (TPU) members, AGR and military technicians
assigned to a major Army National Guard or Army Reserve Command (MUSARC) headquarters and performing day-
to-day EO duties as listed in their job descriptions or performance standards.

6–7. Off-Post Activities, On-Post Activities, And Off-Limit Actions
a. Off-post activities. Title II of the Civil Rights Act of 1964 addresses the practice of discrimination and segrega-

tion in public establishments. These public establishments include privately owned establishments such as hotels,
restaurants, gasoline stations, theaters, places of entertainment, and community housing (e.g., apartments). The installa-
tion commander will ensure that the facts surrounding allegations of discriminatory practices are fully developed. The
commander will also ensure those individuals and organizations alleged to practice such unlawful discrimination are
given a full and fair opportunity to challenge particular allegations. If all reasonable efforts and alternatives fail to
eliminate off-post discriminatory practices in public accommodations, installation commanders are authorized to place
those facilities off-limits after requesting such action through the servicing Armed Forces Disciplinary Control Board
(AFDCB). Military personnel outside the United States are not protected under the Civil Rights Act of 1964 while off-
post. However, the commander will take whatever actions are available and appropriate to eliminate discriminatory
practices in public accommodations outside the United States that affect soldiers, civilians or family members of his/
her command. Commanders must promote awareness of the pertinent laws of the host nation.

b. Off-limits sanctions. Off-limits sanctions may be appropriate for public accommodations and establishments
falsely claiming to be private clubs (fraternal or otherwise) with discriminatory policies and practices. If discriminatory
practices off-post are found to be directed at selected soldiers in a command and efforts at conciliation prove
unsuccessful, imposition of off-limits sanctions according to AR 190-24 may be appropriate.

c. Off-limits sanctions and private establishments. An installation commander ordinarily may not apply off-limits
sanctions to a bona fide private establishment, club, activity, or organization. However, such an entity may be placed
off-limits if the following conditions exist-

(1) It is open to military personnel in general or to soldiers who meet specific objective criteria (such as sergeant
and above) but segregates or discriminates against other soldiers solely on the basis of race, color, religion, gender, or
national origin.

(2) It is not primarily political or religious in nature.
(3) The installation commander, in consultation with his/her key staff, determines that the available facts support the

allegations of unlawful discrimination after affording the management of the establishment, club, activity, or organiza-
tion a full and fair opportunity to challenge or refute allegations.

(4) Reasonable efforts by the commander to bring about voluntary termination of the discriminatory practices are
unsuccessful.

(5) The commander determines that continued unlawful discrimination by the establishment, club, activity, or
organization undermines the morale, discipline, or loyalty of soldiers in the command.

d. On-post activities. All on-post facilities and official activities are open, as appropriate, to all DoD personnel and
family members without regard to race, color, religion, gender, or national origin. Installation commanders are
responsible for ensuring that an organization taking advantage of or using on-post facilities (whether on a reimbursable
basis or otherwise) does not engage in unlawful discriminatory practices. It is not enough to depend solely on the
published bylaws or the constitution of the organization. The installation commander must assess the organization’s
actual membership practices and their effect upon the command. In cases where the installation commander determines
that credible information of discriminatory practices by an on-post private organization has been presented, the
organization has the burden of proving it did not engage in discriminatory practices. Failure to substantiate the absence
of discriminatory practices will result in a denial of the use of on-post facilities. However, the provisions of this
paragraph do not prohibit the installation commander from approving the operation of private organizations that restrict
membership to one gender if one or more of the following apply-

(1) The private organization’s purpose is philanthropic and, by tradition, its membership has been of one sex
(2) The private organization’s purpose and functions is to benefit one sex, and its membership is composed of that

sex (Examples are scouting organizations or women’s and men’s sporting associations.)
(3) The private organization has a specific purpose and function that restricts membership to one sex, but also has a
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counterpart organization with the same purpose and function. (Examples are women’s and mens’s sport club, women’s
and men’s civic associations, and boy and girl scouting organizations.)

6–8. Procedures For Processing Equal Opportunity Complaints
a. Individual rights. Soldiers, family members and DA civilians have the right to-
(1) Present a complaint to the command without fear of intimidation, reprisal, or harassment.
(2) Communicate with the commander concerning their complaints.
(3) Receive assistance when submitting a complaint.
(4) Receive training on the Army’s Equal Opportunity complaint and appeals process.
b. Individual responsibility. Individuals are responsible for:
(1) Advising the command of the specifics of sexual harassment and unlawful discrimination complaints and

providing the command an opportunity to take appropriate action to rectify/resolve the issue.
(2) Submitting only legitimate complaints and exercising caution against unfounded or reckless charges.
c. While not required, it is recommended that the individual attempt to resolve a complaint by first informing the

alleged offender that the behavior must stop.
d. Filing and Processing Equal Opportunity Complaints. For filing and processing of EO or sexual harassment

complaints, follow the procedures as outlined in appendix E.

6–9. Housing complaints
Complaints of housing discrimination involving unequal treatment because of race, color, religion, gender, or national
origin will be forwarded to the local housing division for processing. AR 210-50 provides policy for housing issues.

6–10. Evaluation reports
a. Entries. The performance evaluation process provides commanders and supervisors an excellent opportunity to

discuss their goals, objectives and expectations of the EO and EEO programs. In counseling session, commanders and
supervisors should discuss these programs as expressions of the Army’s Values and encourage support of these
programs and how they intend to evaluate individual behaviors and actions. When evaluating officers or enlisted
soldiers, or Department of the Army civilian employees, rating officials will evaluate those individuals’ commitment to
the goals and objectives of the EO or EEO program. This includes the individuals’ actions or non-actions toward the
prevention and elimination of unlawful discrimination and/or sexual harassment. Raters are required to document
significant deviations from that commitment and identify instances of reprisal/retaliation taken by the rated individual
in that evaluation report. (See AR 623-105, para 4-13; AR 623-205, paras 6-5 and 6-6)

b. Appeals. Appeals of officer evaluation reports due to alleged unlawful discrimination, sexual harassment, or
reprisal will be conducted according to the procedures specified in AR 623-105. Appeals of noncommissioned officer
evaluation reports, based on allegations of unlawful discrimination, sexual harassment, or reprisal, will be submitted
according to the procedures outlined in AR 623-205.

6–11. Civilian schooling
Army personnel pursuing an educational program at an institution that unlawfully discriminates in the admission or
subsequent treatment of students will not be financially assisted from appropriated fund resources. Exceptions to this
policy will be considered when the applicant has previously attended the institution in question and will suffer personal
hardship through loss of earned credits if a transfer is required. When soldiers seek continuation of civilian schooling
with schools barred from receiving DoD or DA funds because they discriminate in their admission practices or
subsequent treatment of students, they will request an exception to policy through command channels.

6–12. Legal assistance
Within the framework of the legal assistance program, legal assistance may be provided to soldiers who believe they
have been denied federally protected rights. If the civil rights of soldiers seem endangered and an appearance in court
or other legal action beyond the authority of the legal assistance officer is required, the matter will be reported to The
Judge Advocate General (HQDA (DAJA-CL), Washington DC 20310-2200) for possible referral to the Department of
Justice. (See AR 27-40)

6–13. Affirmative Action plans
Affirmative Action Plans (AAPs) are planned, achievable steps that eliminate practices denying equal opportunity to
soldiers and their families, and that monitor progress toward these goals.

a. Each MACOM, installation, separate unit, agency, and activity down to and including brigade-level or equivalent
will develop and implement AAPs. DA Pam 600-26 is the HQDA AAP that monitors the centralized personnel
management processes for which HQDA has responsibility. Heads of staff proponent agencies and their field operating
agencies provide input to this AAP. Unit AAPs will be written IAW DA PAM 600-26.
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b. Units will review AAPs annually to assess the effectiveness of past actions; to initiate new actions, and to sustain,
monitor, or delete goals already achieved.

c. Commanders will provide a copy of their AAP to the next higher commander.
d. Affirmative action plans for civilian employees will be established in accordance with Army Regulation 690-12,

Equal Employment Opportunity and Affirmative Action.

6–14. Training
a. Minimum criteria for local unit training programs.
(1) The commander will incorporate EO training into the overall training plan for the unit. The Soldier Support

Institute publishes training tools (DA Pam 350-20, Unit Equal Opportunity Training Guide, and TC 26-6, Command-
er’s Equal Opportunity Handbook) that may assist commanders in developing required training. Active Army and
reserve components commanders of TOE/MTOE/TDA units will add the following topics to their quarterly or yearly
training briefings:

(a) Type and dates of human relations training conducted by the unit since last Quarterly Training Brief (QTB) /
Yearly Training Brief (YTB).

(b) Type and dates of human relations training scheduled for the unit before the next QTB/YTB.
(c) The number of EOAs/EORs required, authorized, on hand and the training they have completed or scheduled

prior to next QTB/YTB.
(d) Date last command climate survey was conducted and date next command climate survey is scheduled.
(2) Leaders will conduct mandatory unit EO/sexual harassment training quarterly. Commanders will document

training on the unit’s training schedule and lead the training. In their training documentation, commanders must include
type of training; instructor; date, time and length of training; roster of attendees and issues covered in the session. From
time to time, different issues will be of local or Army-wide importance and require special emphasis and attention by
unit commanders. As a minimum, two of the quarters will consist of Prevention of Sexual Harassment training. (see
paragraph 7-8) The other two quarters will consist of training that is interactive, small group, discussion-based, and can
focus on these topics-

(a) Objectives of the Army EO program.
(b) Army and local command policies on EO and affirmative action.
(c) Objectives of AAPs and EO action plans.
(d) Behavioral characteristics and other indicators of EO problems, what are and are not appropriate and acceptable

behaviors leading to unit cohesion and teamwork.
(e) The impact of individual and institutional discrimination on mission accomplishment.
(f) Proper handling of EO complaints and the EO complaint system.
(g) Identifying, dealing with, preventing, and eliminating racial and ethnic discrimination and sexual harassment.
(h) Legal and administrative consequences of participating in acts of unlawful discrimination and sexual harassment.
(i) Individual responsibilities of both soldiers and DA civilians concerning equal opportunity and the prevention and

eradication of sexual harassment (i.e., identifying inappropriate behaviors, handling complaints, developing techniques
in dealing with sexual harassment, developing assertiveness skills, submitting complaints in the event the situation
cannot be handled on-the-spot or one-on-one, and reporting incidents to the chain of command).

(j) The importance of honest and open interpersonal communications in promoting a healthy unit climate.
(k) Unit climate assessment-what it is, what it is used for, what makes it important, how it is done, what its results

mean and what to do about various results.
(l) Review of actual unit climate assessment findings and amplification of issues raised. If appropriate, the com-

mander will discuss issues that surface from assessment and develop an action plan to improve unit climate with unit
members.

(3) The chain of command and other leaders (commander, command sergeant major, sergeant major, first sergeant,
civilian supervisors, and others) will be present and participate in unit EO sessions.

(4) Brigade-sized units and higher headquarters will conduct EO and prevention/eradication of sexual harassment
training (executive level seminars) twice a year. Training will be small group, interactive and discussion-based. It
should emphasize findings determined as a result of unit command climate assessments.

b. Generally, training for Army War College (AWC) and Pre-Command Course (PCC) will cover-
(1) Planning and resourcing the implementation of the Army’s EO program.
(2) Creating positive command climates that promote fair and equal treatment and that create opportunities for all

soldiers, civilians, and family members by-
(a) Publishing policies and evaluating subordinate unit EO initiatives.
(b) Ensuring that EO training is focused on the roles, duties, and responsibilities for EO and the prevention and

eradication of sexual harassment; on leader skills needed to handle soldier issues to include racial, cultural, and gender
considerations; and on preventing, detecting, and avoiding conditions and situations that could lead to unprofessional
behaviors and acts.
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(c) Conducting unit climate assessments, analyzing the data, and using feedback to improve living and working
environments.

(d) Promptly investigating complaints and incident reports, taking action against offenders, correcting conditions and
situations that could lead to incidents/complaints, and implementing actions to prevent recurrence.

(e) Utilizing EOAs to monitor unit environment and to assist in the development of unit training and in the
resolution of complaints.

(f) Planning and conducting special/ethnic observance activities.
(g) Monitoring and evaluating own and subordinate unit AAPs.
c. Generally, training for the Brigadier General Orientation Course and the Assistant Division Commander Course

will cover:
(1) Planning and resourcing the implementation of the Army’s EO program.
(2) Creating positive command climates that promote fair and equal treatment and that create opportunities for all

soldiers, civilians, and family members.
(3) Contemporary issues in EO and the prevention and eradication of sexual harassment.

6–15. Authority to collect and maintain data
The ODCS, G-1, HQDA, will collect, record, and maintain racial, ethnic group, and gender data and statistics needed
to support the Army EO Program, to include AAP reporting requirements. Heads of DA Staff elements, MACOMs,
separate agencies, and other activities and units required to support these efforts are authorized to collect, record, and
maintain data and statistics. Statistical data is maintained for various aspects of the personnel management subject
areas, using the racial, ethnic, and gender codes found in AR 680-29.

6–16. Narrative and statistical reports on equal opportunity progress
All MACOMs will submit a Quarterly Narrative and Statistical Report (QNSR) on equal opportunity progress to
HQDA NLT 30 days following the end of each quarter. Reports will be submitted to the Human Resources Directorate,
ODCS, G-1via electronic mail. Units will utilize the automated EO database. Reports will include the following
information:

a. Complaint information. Total number of formal Army complaints filed by quarter, according to type (i.e. gender,
ethnicity, racial, religious, or sexualt the repoComplaint information. rts are pending, substantiated or unsubstantiated.
Data also include information on the complainant’s unit, rank, race, gender, date of complaint, method of resolution,
action taken, the commander’s assessment of the Human Relations Climate of his or her unit and comments.

b. Command profile. Command position breakout (brigade, battalion, company commanders, CSMs and 1SGs) by
racial, ethnic and gender groups.

c. Population report. Unit population racial, ethnicity and gender groups.
d. Major Subordinate Command (MSC) data. Listing of all MSCs with breakout of total number of brigades,

battalions and companies (MSC MACOM will be included). Also reflects number of EOAs required, authorized, and
on hand.

e. EOA listing. Alphabetical listing of all EOAs with information on race, gender, unit, level, staffing (TDA or
TOE) and comments. Also includes date EOA arrived and replacement data.

f. Quarterly EO report. Who conducted Command Inspection Programs (CIP)/Staff Assistance Visits (SAV),
numbers of training sessions conducted, and number of Commanders and 1SGs who attended commander’s courses.

g. Unit assessment (UA) report. Listing of UAs conducted for the quarter by MSC or unit level to include the tool
(MEOCS, TDAS, DA Pam 600-69, the Command Climate Survey that is mandatory for company commanders, etc.)
used to conduct the UA, and comments.

6–17. Training for civilian duty positions In the Military Equal Opportunity Program at the Defense
Equal Opportunity Management Institute

a. Allocations. Civilian allocations for the DEOMI will be controlled by the CG, PERSCOM. The CNGB, CG
FORSCOM, and the CAR will control allocations for their respective Reserve elements and will prescribe the way in
which civilian requests are submitted.

b. Application. Commanders desiring to send civilians who are officially assigned to duties in the Army EO
Program to the DEOMI will send an application to the appropriate MACOM. If approved, the MACOM will request a
training seat from PERSCOM (TAPC-OPA-E), Alexandria, VA 22332-0400. If all training seats are filled, the request
will be considered for a later class if the MACOM desires. Requests for allocations must be submitted in writing to
arrive at PERSCOM no later than 45 days before the starting date of the requested class.

c. When the requesting command receives an approved training seat, the command will provide the Commandant at
DEOMI:Command notification of the DEOMI. name, grade, SSN, educational level, military mailing address, and
telephone number of the candidate for training and the desired course number.

d. Civilian personnel selection requirements. Civilian personnel prerequisites for attendance at the DEOMI are as
follows:
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(1) Be in grade GS-7 or above or be slated for promotion to GS-7 upon completion of the course.
(2) Occupy or be scheduled to occupy an officially assigned position in the military EO program in accordance with

applicable position classification standards and guidelines.
(3) Be considered suitable for EO duties as determined in an interview conducted by the commander on whose staff

the person will be assigned.
e. Request procedures. MACOMs, when requesting allocations, will send the following information to PERSCOM:
(1) Class desired to attend.
(2) Willingness to accept an allocation in a subsequent class if the requested class is filled.
f. Funding. Attendee’s current unit of assignment provides funding for any “ temporary duty and return”.

6–18. Equal opportunity special/ethnic observances
Equal opportunity special/ethnic observances are conducted to enhance cross-cultural awareness among all soldiers,
civilian employees and their families. These observances recognize the achievements and contributions made by
members of specific racial, ethnic, or gender groups in our society. The observances should also promote understand-
ing, teamwork, harmony, pride and esprit among all groups, not just within the specific group being honored.

a. HQDA, ODCS, G-1 possesses general staff responsibility for establishing policy and identifying the time period
for each observance.

b. MACOM and installation commanders will-
(1) Develop, plan and conduct observances during the designated time frame as outlined in Table 6-1 or as

otherwise directed by HQDA.
(2) Program necessary funding to conduct annual observance activities within the EO program budget.
(3) Encourage all members of the military community to contribute to and participate in the planning, implementa-

tion and conduct of the observance activities.
(4) Involve members of the staff elements and subordinate units in the development and conduct of observance

functions.
(5) Select and announce an appropriate theme for the observance, consistent with the spirit of the event and the

needs of the local community. National or DoD themes are often published which may be used to augment the
activities.

c. EO Program management or education and training funds may be spent on activities and publications which are
intended to promote cross-cultural harmony and awareness. Examples of permissible expenditures include guest
speakers, artistic or cultural activities, food exhibits or samples (samples are not intended as meals or refreshments).
Additionally, funds may be allocated to commercial entertainment as part of an educational awareness program.
Commanders will ensure that projected events amplify the contributions made to the Army and to society by the
featured ethnic, gender or racial group.

d. Commanders will publicize the cultural/ethnic event in post newspapers and bulletins to provide widest dissemi-
nation possible.

e. Commanders will form a standing committee to plan cultural observances. Members of the committee may
include the EOA, Morale, Welfare and Recreations (MWR) officer, Public Affairs Officer (PAO), club managers, unit
chaplains, DoD dependent school representatives, resource management personnel, and other individuals as necessary.

f. Commanders will encourage maximum use of recreational facilities to include the post library, recreation center,
theater, etc. for use during observation of the special events. Suggested activities include the following:

(1) Special displays in libraries
(2) Expositions and displays of arts and crafts
(3) Special music or drama programs
(4) Programs featuring historical achievements and contributions by various ethnic groups to government, education,

industry, religion, music and theater
(5) Speeches from local chain of command and DoD civilians
g. Activities will be designated and scheduled to allow for maximum attendance by all soldiers and civilians within

the command. Commanders will establish a policy that ensures that all personnel desiring to participate in these
observances are given a reasonable opportunity to do so.

h. A consolidated annual observance recognizing members of all racial/ethnic/gender groups may be conducted in
addition to (but will not be used in place of) the observances listed in table 6-1.
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Chapter 7
Prevention Of Sexual Harassment

7–1. Overview
The prevention of sexual harassment is a commander’s responsibility. The EOA plays a pivotal role by assisting the
commander with policy awareness, training, command climate assessments, complaints processing and overall advisory
assistance concerning the prevention of sexual harassment.

7–2. Chain Of Command Responsibilities
Commanders and supervisors will-

a. Ensure that assigned personnel are familiar with the Army policy on sexual harassment.
b. Publish and post written command policy statements for the prevention of sexual harassment. All statements will

be consistent with Army policy. They will include the local command’s commitment to the Army’s policy against
sexual harassment and will reaffirm that sexual harassment will not be tolerated. The statement will explain how and
where to file complaints and shall include the fact that all complainants will be protected from acts or threats of
reprisal. Each MACOM, installation, separate unit, agency, and activity down to company, troop or battery level will
publish a sexual harassment command policy statement. Units should coordinate these policy statements with the
servicing staff judge advocate or legal advisor before publishing them.

c. Continually assess and be aware of the climate of command regarding sexual harassment. Identify problems or
potential problems. Take prompt, decisive action to investigate all complaints of sexual harassment. Either resolve the
problem at the lowest possible level or, if necessary, take formal disciplinary or administrative action. Do not allow
soldiers to be retaliated against for filing complaints. Continually monitor the unit and assess sexual harassment
prevention policies and programs at all levels within area of responsibility. Ensure all leaders understand that if they
witness or otherwise know of incidents of sexual harassment, they are obligated to act. If they do not, they themselves
are also guilty of sexual harassment.

d. Set the standard.

7–3. Policy
a. The policy of the Army is that sexual harassment is unacceptable conduct and will not be tolerated. Army

leadership at all levels will be committed to creating and maintaining an environment conducive to maximum
productivity and respect for human dignity. Sexual harassment destroys teamwork and negatively affects combat
readiness. The Army bases its success on mission accomplishment. Successful mission accomplishment can be
achieved only in an environment free of sexual harassment for all personnel.

b. The prevention of sexual harassment is the responsibility of every soldier and DA civilian. Leaders set the
standard for soldiers and DA civilians to follow.

7–4. Definition
a. Sexual harassment is a form of gender discrimination that involves unwelcomed sexual advances, requests for

sexual favors, and other verbal or physical conduct of a sexual nature when-
(1) Submission to, or rejection of, such conduct is made either explicitly or implicitly a term or condition of a

person’s job, pay, career, or
(2) Submission to, or rejection of, such conduct by a person is used as a basis for career or employment decisions

affecting that person, or
(3) Such conduct has the purpose or effect of unreasonably interfering with an individual’s work performance or

creates an intimidating, hostile or offensive working environment.
b. Any person in a supervisory or command position who uses or condones implicit or explicit sexual behavior to

control, influence, or affect the career, pay, or job of a soldier or civilian employee is engaging in sexual harassment.
Similarly, any soldier or civilian employee who makes deliberate or repeated unwelcomed verbal comments, gestures,
or physical contact of a sexual nature is engaging in sexual harassment.

7–5. Categories of sexual harassment
a. Verbal. Examples of verbal sexual harassment may include telling sexual jokes, using sexually explicit profanity,

threats, sexually oriented jody calls, sexual comments, whistling in a sexually suggestive manner, and describing
certain sexual attributes about one’s physical appearance. Verbal sexual harassment may also include using terms of
endearment such as “ honey”, “ babe”, “ sweetheart”, “ dear”, “ stud” or “ hunk” in referring to soldiers, civilian co-
workers or family members.

b. Nonverbal. Examples of nonverbal sexual harassment may include staring at someone (i.e. “ undressing someone
with one’s eyes”), blowing kisses, winking, or licking one’s lips in a suggestive manner. Nonverbal sexual harassment
also includes printed material. Examples may include displaying sexually oriented pictures, cartoons or using sexually
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oriented screen savers on one’s computer. Further examples include sending sexually oriented notes, letters, faxes, or e-
mail.

c. Physical Contact. Examples of physical sexual harassment may include touching, patting, pinching, bumping,
grabbing, cornering or blocking a passageway, kissing, and providing unsolicited back or neck rubs. Sexual assault and
rape, which may be extreme forms of sexual harassment, are serious criminal acts. When these acts occur, report them
immediately to the chain of command, military police, or other law enforcement agencies.

7–6. Types of sexual harassment
a. Quid Pro Quo. Quid Pro Quo is a Latin term meaning “ this for that”. This term refers to conditions placed on a

person’s career or terms of employment in retuavors. It involves implicit or explicit threats of adverse action if the
person does not submit or promises of favorable actions if the person does submit. Examples include demanding sexual
favors in exchange for a promotion; award or favorable assignment; disciplining or relieving a subordinate who refuses
sexual advances and threats of poor job evaluation for refusing sexual advances. Incidents of “ quid pro quo” may also
have a harassing effect on third persons. It may result in allegations of sexual favoritism or general discrimination
when a person feels unfairly deprived of recognition, advancement or career opportunities due to favoritism shown to
another soldier or civilian employee based on a sexual relationship. An example would be a soldier who is not
recommended for promotion and who believes that his or her squad leader recommended another soldier in his or her
squad for promotion based upon provided or promised sexual favors, not upon merit or ability.

b. Hostile environment. A hostile environment occurs when soldiers or civilians are subjected to offensive, unwanted
and unsolicited comments or behaviors of a sexual nature. If these behaviors unreasonably interferes with their
performance, then the environment is classified as hostile. A hostile environment brings tferences iHostile environment.
nto the workplace in any one of a number of forms. It does not necessarily include the more blatant acts of “ quid pro
quo.” It normally includes nonviolent sexual behaviors that are gender-biased. Examples include use of derogatory
gender-biased terms, comments about body parts, suggestive pictures, explicit jokes and unwanted touching.

7–7. Techniques of dealing with sexual harassment
All soldiers and civilians have a responsibility to help resolve acts of sexual harassment. Examples of how to
accomplish this follow:

a. Direct approach. Confront the harasser and tell him/her that the behavior is not appreciated, not welcomed and
that it must stop. Stay focused on the behavior and its impact. Use common courtesy. Write down thoughts before
approaching the individual involved.

b. Indirect approach. Send a letter to the harasser stating the facts, personal feelings about the inappropriate
behavior and expected resolution.

c. Third party. Request assistance from another person. Ask someone else to talk to the harasser, to accompany the
victim, or to intervene on behalf of the victim to resolve the conflict.

d. Chain of Command. Report the behavior to immediate supervisor or others in chain of command and ask for
assistance in resolving the situation.

e. File a formal complaint. Details for filing an informal or formal complaint are included in Appendix E.

7–8. Training
The elimination of sexual harassment within a unit begins with a policy of aggressive and progressive training to
identify and prevent inappropriate behavior. Conduct progressive, interactive small group sexual harassment training
twice each year. Soldiers must understand what sexual harassment is, how to recognize it, how to prevent it, how to
report it and the consequences of engaging in sexual harassment.

a. The quality and effectiveness of unit training are of primary concern. The most effective approach to training to
prevent sexual harassment is through interactive discussion in small groups of mixed gender. Situation vignettes or
scenarios should be used to facilitate discussion among unit soldiers and civilians. Role playing is also an effective
training means. The training focus should be appropriate to the level of the experience and breadth of responsibilities
of each target audience. Unit commanders must attend this training and evaluate its content and quality.

b. Unit training for junior enlisted and civilian employees will focus on defining sexual harassment and gender
discrimination, sanctions which may be used to punish harassers, techniques for soldiers to deal with sexual harassment
and methods of filing a complaint through the complaint system.

c. Unit training or professional development training for junior officers, noncommissioned officers and civilian
supervisors will reinforce the aforementioned training. In addition, emphasis should be placed on promoting a healthy
work environment within the section or unit as well as on techniques for receiving, handling and resolving complaints.
Training on the EO complaint system must include leader responsibilities in processing informal and formal com-
plaints. It must emphasize the prevention of reprisal actions against complainants.

d. Training at unit level for senior noncommissioned officers, warrant officers, officers, civilian managers and senior
executive service will focus on fostering a healthy command climate and using appropriate means for determining a
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healthy command climate. This training will also focus on sanctions for offenders. In addition, it will reinforce the
elements of training they receive at a more junior level.

e. Leaders may enlist the service of their brigade or higher level Equal Opportunity Advisor or DA PAM 350-20
(Unit Equal Opportunity Training Guide), Chapter 4, to help prepare and conduct Prevention of Sexual Harassment
(POSH) training.

f. Commanders will document POSH training on the unit’s training schedule and on individual soldier training
records. Documentation will include type, instructor, date, time, length of training, roster of attendees, and issues
covered in the session.

g. The chain of command and EOA’s will attend and participate in POSH sessions.
h. Sexual misconduct training is not an Equal Opportunity issue. This training must be conducted by qualified

personnel, separately from sexual harassment training, so as not to confuse the two.

7–9. Complaints
Filing and processing of sexual harassment complaints follow the same procedures as outlined in appendix E for EO
complaints. Charges of sexual misconduct are to be processed through legal/ law enforcement channels, not equal
opportunity channels.
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D–12. 
The worldwide deployment of United States military forces, the international responsibilities of the United States, and
the potential for involvement of the Armed Forces in actual combat routinely make it necessary for members of the
Armed Forces involuntarily to accept living conditions and working conditions that are often spartan, primitive, and
characterized by forced intimacy with little or no privacy.

D–13. 
The prohibition against homosexual conduct is a longstanding element of military law that continues to be necessary in
the unique circumstances of military service.

D–14. 
The Armed Forces must maintain personnel policies that exclude persons whose presence in the Armed Forces would
create an unacceptable risk to the Armed Forces’ high standards of morale, good order and discipline, and unit
cohesion that are the essence of military capability.

D–15. 
The presence in the Armed Forces of person’s who demonstrate a propensity or intent to engage in homosexual acts
would create an unacceptable risk to the high standards of morale, good order and discipline, and unit cohesion that are
the essence of military capability.

Appendix E
EO/Sexual Harassment Complaint Processing System

E–1. Entering the complaints processing system
The EO complaints processing system addresses complaints that allege unlawful discrimination or unfair treatment on
the basis of race, color, religion, gender, and national origin. Attempts should always be made to solve the problem at
the lowest possible level within an organization. Complaints by civilian personnel alleging discrimination should be
handled in accordance with the procedures contained in AR 690-600, or as described in DoD and Department of the
Army policy implementing 10 U.S. Code 1561, or as provided for in any applicable collective bargaining agreement.

a. Informal complaint.
(1) An informal complaint is any complaint that a soldier, family member or DA civilian does not wish to file in

writing. Informal complaints may be resolved directly by the individual, with the help of another unit member, the
commander or other person in the complainant’s chain of command. Typically, those issues that can be taken care of
informally can be resolved through discussion, problem identification, and clarification of the issues. An informal
complaint is not subject to time suspense nor is it reportable. It is recommended that anyone working on the resolution
of informal complaints should prepare a memorandum of record (MFR). The MFR would include information
indicating nature of complaint and identifying pertinent information to assist in the identification of unit’s command
climate.

(2) Although the processing of EO complaints through the unit chain of command is strongly encouraged, it will not
serve as the only channel available to soldiers to resolve complaints. Should the complainant feel uncomfortable in
filing a complaint with his/her unit chain of command, or should the complaint be against a member of that chain of
command, a number of alternative agencies exist through which the issues may be identified for resolution. Each of
these agencies provides expertise in very specific subject areas. Commanders will not preclude soldiers from using
these channels in accordance with the procedures inherent/established by these agencies:

(a) Someone in a higher echelon of the complainant’s chain of command
(b) Equal Opportunity Advisor
(c) Inspector General
(d) Chaplain
(e) Provost Marshal
(f) Medical agency personnel
(g) Staff Judge Advocate
(h) Chief, Community Housing Referral and Relocation Services Office (CHRRS)
(3) In some informal complaints, the person or agency receiving the complaint may be able to resolve the issue

while maintaining the confidentiality of the complainant, as in the case of the chaplain or a lawyer. While maintenance
of confidentiality should be attempted, it will neither be guaranteed nor promised to the complainant by agencies other
than the chaplain or a lawyer.

(4) Initial actions by these alternative agencies are the same for informal and formal complaints. Any alternative
agency that receives an informal complaint of unlawful discrimination or sexual harassment has the obligation to talk
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with the complainant. The agency should advise the complainant of his/her rights and responsibilities; listen to the
complainant and find out as much information as possible concerning the complaint (including what the reasons are
behind the complaint and why the individual is using the alternative agency opposed to his or her chain of command);
tell the complainant what role that agency has (e.g., direct action on behalf of the complainant, information gathering,
or referral to another agency or the commander for their action); what support services are available from other
organizations that may help resolve the issues; explain the complaint system (principally, the differences between
informal and formal complaints); and, then attempt to assure resolution of the issue (through mediation, intervention,
counseling, training, etc.).

(5) The commander must eliminate underlying causes of all complaints. More members of the unit, other than
complainant and alleged perpetrator, are affected by complaints, especially those that go unresolved.

b. Formal complaint.
(1) A formal complaint is one that a complainant files in writing and swears to the accuracy of the information.

Formal complaints require specific actions, are subject to timelines, and require documentation of the actions taken.
(2) An individual files a formal complaint using a DA Form 7279-R
(3) In Part I of DA Form 7279-R, the complainant will specify the alleged concern, provide the names of the parties

involved and witnesses, describe the incident(s)/behavior(s), and indicate the date(s) of the occurrence(s). For EO
complaints, the complainant will also state the equal opportunity basis of the complaint (e.g., unlawful discrimination
based upon race, color, religion, gender, or national origin. Complainant will be advised of the importance of
describing the incident(s) in as much detail as possible to assist in the investigative process).

(4) The block entitled, “ Requested Remedy” serves a variety of purposes for both the complainant and the
command. The information in this block can vary in terms of the complainant’s expectations of the investigative
process and his or her reasonableness and credibility. If expectations that are not likely to be met come to the surface,
they should be dispelled by the receiving agency (during acceptance of the complaint) through an explanation of the
process and the possible outcomes. If the complainant’s response is vindictive, vengeful, or malicious, and seems
extreme in light of the events or circumstances, this may be helpful to the commander or investigating officer in terms
of motive and believability.

(5) Soldiers have 60 calendar days from the date of the alleged incident in which to file a formal complaint. This
time limit is established to set reasonable parameters for the inquiry or investigation and resolution of complaints, to
include ensuring the availability of witnesses, accurate recollection of events, and timely remedial action. If a
complaint is received after 60 calendar days, the commander may conduct an investigation into the allegations or
appoint an investigating officer according to paragraph 5 below. In deciding whether to conduct an investigation, the
commander should consider the reason for the delay, the availability of witnesses, and whether a full and fair inquiry
or investigation can be conducted.

(6) The complainant should file his or her complaint with the commander at the lowest echelon of command at
which the complainant may be assured of receiving a thorough, expeditious, and unbiased investigation of the
allegations. Depending on the various aspects of the complaint and individuals involved, that lowest level commander
may not be the immediate company or even battalion level commander of the complainant.

E–2. Actions of alternative agencies
The agencies listed in paragraph 1a(2) of this Appendix also serve as alternative avenues available to soldiers for
registering formal EO complaints. Initial actions by these alternative agencies are the same for informal and formal
complaints. Upon receipt of a formal EO complaint of unlawful discrimination or sexual harassment, the alternative
agency has the obligation to talk with the complainant, advise him/her of his/her rights and responsibilities, find out as
much information as possible concerning the complaint (including what the reasons were for using the alternative
agency and what the complainant’s expectations might be for resolution of the complaint). The agency should also tell
the complainant what role that agency has (action, information gathering, or referral to another agency or the
commander for their action), what support services are available from other organizations, what the complaint
processing procedures are (principally, the differences between informal and formal complaints) and what will be done
with the individual’s complaint. Receipt of formal complaints by any alternative agency (except Inspector General) will
be annotated in writing on the DA Form 7279-R, Part I, item 9b. If the alternative agency decides not to do an inquiry
or conduct its own investigation and decides to refer the complaint to another agency or to the appropriate commander
for his/her investigation, that referral must be made within 3 calendar days (at the next MUTA 4 or other regularly
scheduled training for Reserve components). For the purposes of receiving EO complaints, any commissioned officer is
authorized to administer oaths and should do so in block 9a, DA Form 7279-R prior to referring the complaint to the
appropriate commander. The commander or agency receiving the referral will acknowledge receipt of the complaint
(DA Form 7279-R, Part I, item 10a). In cases where the complaint is best resolved by the chain of command, the
alternative agency would refer the complaint to the commander at the lowest echelon of command at which the
complainant may be assured of receiving a thorough, expeditious, and unbiased investigation of the allegations.

a. If during the course of an inquiry or investigation the receiving agency or commander identifies criminal activity,
the complaint will be immediately referred to the proper agency (Provost Marshal or CID) for investigation.
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b. Incidents of sexual assault and rape will immediately be referred to medical agencies for the procurement of
forensic evidence and for assistance in the treatment and counseling of the victim.

c. Allegations of unlawful discrimination in housing, both on and off post, will be referred to the housing division
for processing under the provisions of AR 210-50.

d. If a complaint is filed against a promotable colonel, an active or retired general officer, inspectors general of any
component, members of the Senior Executive Service, or Executive Schedule personnel, the allegation will be
transferred directly to the Investigations Division, U.S. Army Inspector General Agency, ATTN: SAIG-IN, Pentagon,
Washington, DC 20310-1700 by rapid but confidential means within 5 calendar days of receipt.

E–3. Complaints filed with the Inspector General
a. Complaints filed with the Inspector General will be processed as Inspector General Action Requests (IGARS)

according to AR 20-1, rather than under the procedures outlined in this regulation. As such, no timelines will be
imposed on the conduct of the investigation and/or on feedback to the complainant, and DA Form 7279-R will not be
maintained.

b. Inspector General investigations are confidential and protected from unauthorized disclosure. They will include
consultations with persons or activities as deemed appropriate by the Inspector General.

c. Receipt of the complaint will be acknowledged to the complainant and an estimated completion date provided. If
the action is not completed by that date, the complainant will be notified and given a new estimated completion date.

E–4. Actions of the Commander upon receipt of complaint
a. Upon receipt of a complaint, the commander will ensure that the complainant has been sworn to the complaint

(Block 9a, DA Form 7279-R). If not, the commander will administer the oath and annotate it on the complaint form.
The commander will fill out block 10a acknowledging receipt of the complaint form. All formal complaints will be
reported within 72 hours to the first General Courts-Martial Convening Authority (GCMCA) in the chain of command.
Additionally, the commander will provide a progress report to the GCMCA authority 20 days after the date on which
the investigation commenced and 14 days thereafter until completion.

b. The commander will either conduct an investigation personally or immediately appoint an investigating officer
according to the provisions of AR 15-6. Depending on the magnitude of the complaint, the commander may deem it
necessary to ask the next senior commander in the chain of command to appoint the investigating officer.

c. The commander will establish and implement a plan to protect the complainant, any named witnesses, and the
alleged perpetrator from acts of reprisal. The plan will include, as a minimum, specified meetings and discussions with
the complainant, alleged perpetrator, named witnesses, and selected members of the chain of command and coworkers.

(1) Content of the discussions with the above named individuals will include the definition of reprisal with examples
of such behavior; the Army’s policy prohibiting reprisal; the complainant’s rights and extent of Whistleblower
Protection afforded complainants, witnesses, and the alleged perpetrator under DoD Directive 7050.6; encouragement
to all the aforementioned individuals to report incidents and/or threats of reprisal; the procedures to report acts and/or
threats of reprisal; the consequences of reprisal; possible sanctions against violators; a reminder of the roles and
responsibilities of the leadership in the prevention of reprisal and protection of all parties involved; the command’s
support of a thorough, expeditious and unbiased investigation and good faith in attempting to resolve the complaint;
and the need to treat all parties in a professional manner both during and following the conduct of the investigation.

(2) Discretion will be used to determine the extent of information provided and the numbers of personnel addressed
in the discussions with the chain of command and coworkers. Investigating officers will treat all those they interview
professionally and courteously and will limit their discussion to only those issues relating to the specific complaint.

(3) To prevent the plan from becoming an administrative burden, the plan need only consist of a one-page list (in
bullet format) of actions to be accomplished. The commander shall annotate the names of the personnel addressed and
initial and date the actions as they are completed. The commander shall provide a copy of the completed plan to the
investigating officer and the EOA. The investigating officer will include the commander’s plan to prevent reprisal as an
exhibit in the investigative findings. The EOA will retain a copy of the commander’s plan to prevent reprisal with the
completed case file and use the plan to conduct follow-up assessment of the complaint.

E–5. Timeliness of action
Rapid resolution of EO complaints is in the best interest of both the complainant and the command. After receipt of the
complaint, the commander to whom the complaint was given has 14 calendar days (or three weekend drill periods for
Reserve components) in which to conduct an investigation, either personally or through appointment of an investigating
officer. If the complaint was referred to the commander from an alternate agency, or if the commander refers the
complaint to an alternate agency, the 14 calendar days begins from the date the complaint was referred. If, due to
extenuating circumstances, it becomes impossible to conduct a complete investigation within the 14 calendar days
allowed (or three MUTA 4 training drill periods for Reserve components), that commander may obtain an extension
from the next higher commander for usually not more than 30 calendar days (or two MUTA 4 drill periods for Reserve
components). After the initial 14-day suspense, all requests for extension must be requested in writing from the next
higher echelon commander. Upon receipt of an extension, the commander must inform the complainant of the
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extension, its duration, and the reasons for which it was requested. Any additional extensions must be approved in
writing by the first general officer in the chain of command. Failure to adhere to prescribed timelines will result in
automatic referral of the complaint to the next higher echelon commander for investigation and resolution.

E–6. Conduct of the investigation
a. Investigation. The purpose of any investigation of unlawful discrimination or sexual harassment is to determine to

the maximum extent possible what actually occurred, to assess the validity of allegations made by the complainant, to
advise the commander of any leadership or management concerns which might contribute to perceptions of unlawful
discrimination and poor unit command climate, and to recommend appropriate corrective actions. The commanding
officer is responsible for ensuring the investigation is complete, thorough, and unbiased.

b. Initial actions. The commander who acts as the appointing authority shall provide the investigating officer (IO) a
copy of orders assigning him or her as the IO officer and the initiated DA Form 7279-R, which identifies the
complainant and lists the allegations to be investigated. The IO shall review AR 15-6, Procedure for Investigating
Officers and Boards of Officers, and AR 600-20, Army Command Policy, to review procedures applicable to the
conduct of the investigation. Should the commander elect to investigate the allegations him or herself, the procedures
for investigating officer apply to the commander.

c. Legal advice. The investigating officer will meet with the servicing Staff Judge Advocate or legal advisor to
review how the conduct of the investigation should be conducted under AR 15-6 and AR 600-20. The discussion
should include the specific requirements of both regulations, advice on how investigations are conducted, and advice on
how to question an interviewee who is suspected of committing a violation of the UCMJ.

d. EOA assistance. The investigating officer (the commander or appointed investigating officer) will meet with the
unit’s Equal Opportunity Advisor prior to conducting the investigation. The EOA will assist the investigating officer in
the development of questions to be addressed to the complainant, the alleged perpetrator, and any witnesses or third
parties. The EOA’s skills in complaint handling, conflict resolution, and training in the subtleties of discrimination and
sexual harassment enable him or her to advise investigative officers in these complex areas. The EOA will ensure the
focus of the investigation is placed squarely on assessing the validity of the allegations and avoids shifting the focus of
the investigation against the complainant. The EOA will remain available to the investigating officer for consultation
and assistance throughout the conduct of the investigation.

e. Conduct of interviews. The investigating officer must interview every individual who may have first-hand
knowledge of the facts surrounding the validity of the allegations. The investigating officer must also interview
everyone who can substantiate the relationship or corroborate the relationship between the complainant and the alleged
perpetrator. The investigating officer must interview the person who initially received the formal complaint, the
complainant(s), any named witnesses, and the alleged perpetrator. The investigating officer should normally interview
the alleged perpetrator after interviewing other witnesses, so that he or she will have a complete understanding of the
alleged incident. If needed prior to the conclusion of the investigation, the investigating officer should conduct a
second interview of the complainant and the alleged perpetrator. The investigating officer may choose to re-interview
certain witnesses for clarification of conflicting statements. Should unit policies or procedures be called into question
as contributing factors to perceptions of unlawful discrimination or hostile environment, the investigating officer will
interview responsible members of the chain of command. It may be advisable to interview coworkers of the complain-
ant and the alleged perpetrator for knowledge they may have about the alleged incidents or the relationship that exists
between the complainant and alleged perpetrator.

f. Identification of criminal act. If, when interviewing any soldier, including the alleged perpetrator, the investigating
officer reasonably suspects that the individual has committed an offense in violation of the UCMJ, the investigating
officer must advise the soldier of his/her rights under Article 31, UCMJ. Investigating officers should consult with their
servicing judge advocate or legal advisor before giving Article 31 rights warnings, and should record the suspect’s
election on DA Form 3881 (Rights Warning Procedure/Waiver Certificate). If the soldier being questioned asks for a
lawyer (i.e., asserts his or her right to counsel), questioning must stop immediately and the interview must be
terminated. Questioning may resume only in the presence of a lawyer, if the soldier initiates further discussion or if the
soldier has consulted with a lawyer and thereafter waives his/her rights pursuant to a proper rights advisement.
Similarly, questioning of a soldier must stop immediately if a soldier indicates the desire to remain silent. Once this
right is asserted, questioning may resume only if the soldier initiates further questioning or if after an appropriate
interval, the soldier waives his or her rights pursuant to a proper rights advisement. (See Article 31, UCMJ; Military
Rules of Evidence 304 and 305, Manual for Courts-Martial).

g. Supporting documents. The investigating officer should secure copies of any documents that might substantiate or
refute the testimony of the complainant, alleged perpetrator, or named witnesses. These documents may include copies
of unit and personnel records and the complainant’s personal documents. The investigating officer will also procure a
copy of the Commander’s plan to prevent reprisal for inclusion in the final report of investigation.

h. Unit climate, policies and procedures. During the course of the investigation, the investigative officer should note
concerns or observations of unit policy, procedures, and individual leadership or management techniques that may have
a dysfunctional effect upon unit climate and foster discriminatory behavior and/or a hostile environment.

i. Investigative findings and recommendations. When the investigation is completed, the investigating officer should
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review the evidence, determine if the investigation adequately addresses allegations, make factual findings about what
occurred, and provide recommendations consistent with the findings.

j. EOA review. Prior to submission of the report to the appointing authority, the investigating officer and EOA will
meet and review the report. The EOA will attach a memorandum documenting his/her review.

k. Investigative report. The following items are required enclosures to the report presented to the appointing
authority-

(1) Orders of appointment as investigating officer.
(2) Copy of the DA Form 7279-R with attached continuation sheets.
(3) Copy of the completed/initialed Commander’s Plan to prevent reprisal.
(4) List of questions developed with Equal Opportunity Advisor.
(5) Statements/synopses of interviews with complainant(s), named witnesses, and alleged perpetrator(s) and relevant

members of the chain(s) of command.
(6) Copies of supporting documents.
(7) Description/assessment of unit policies, procedures which may have contributed to perceptions of unlawful

discrimination or sexual harassment within the unit.
(8) Written approval of next higher echelon commander for any approved extensions.
(9) Written explanation of extenuating circumstances that prevented the investigating officer from interviewing any

named witnesses, complainants, or alleged perpetrators.
(10) Written review by the Equal Opportunity Advisor.

E–7. Actions By The Appointing Authority (Commander) Upon Receipt Of The Report Of The
Investigation
The appointing authority will submit the report of investigation to the servicing Staff or Command Judge Advocate for
a determination of legal sufficiency. After the legal review is completed, the appointing authority will decide whether
further investigation is necessary or whether to approve all or part of the findings and recommendations. If the
appointing authority is senior to the alleged perpetrator’s commander, the appointing authority may refer the matter to
that unit commander for appropriate action(s), unless the appointing authority or a more senior commander has
reserved authority to take action on Equal Opportunity matters.

a. Actions to resolve complaints. A complaint is resolved by action to restore benefits and privileges lost because of
unlawful discrimination or sexual harassment. Punitive or administrative actions against an offender do not necessarily
change offending behaviors or rectify the situation for the individual complainant or unit. Commanders will take
corrective action to preclude recurrence of discriminatory or sexually harassing conduct and address any management
deficiencies or other contributing factors that caused the allegations to be raised. Commanders will also look at the
causes of why complainants raised unsubstantiated complaints. Actions taken (or to be taken) by the commander and
the chain of command will be annotated on DA Form 7279-R, Part III. Specific actions taken against the perpetrator
will not be annotated on the form. This information will be discussed with the complainant. The commander and/or
EOA will also inform the complainant and the subject(s) of the complaint of his/her right to appeal and make them
aware of timelines and procedures to file that appeal. The complainant and subject(s) will sign and date the DA Form
7279-R to acknowledge receiving this information. This acknowledgment does not necessarily signify the complain-
ant’s agreement with the findings or actions taken to resolve the complaint.

(1) Actions upon substantiated complaint(s). A substantiated EO discrimination or sexual harassment complaint is a
complaint that, after the completion of an inquiry or investigation, provides evidence to indicate that the complainant
was more likely than not treated differently because of his or her race, color, national origin, gender, or religious
affiliation. The standard of proof is a “ preponderance of the evidence” standard. This means that the findings of the
investigation must be supported by a greater weight of evidence than supports a contrary conclusion, or-in other words-
evidence which, after considering everything that is presented, points to one particular conclusion as being more
credible and probable than any other conclusion. The “ weight of the evidence” is not determined by the number of
witnesses or volume of exhibits, but by considering all the evidence and evaluating such factors as the witness’s
demeanor, opportunity for knowledge, information possessed, ability to recall and relate events, and other indications
of veracity. When an allegation of discrimination is substantiated, that finding is annotated on the DA Form 7279-R,
Part II. The commander must decide what corrective action to take. Corrective action may be administrative or
punitive.

(a) Administrative action. Offenders will, as a minimum, undergo counseling by a member of the chain of
command, presumably their company-level commander. Commanders have the full range of administrative actions
available to them to deal with offenders of Army policy on equal opportunity (including the prevention/eradication of
sexual harassment), to include discharge from the Service, bar to reenlistment, adverse performance evaluations and/or
specific comments concerning non-support of EO/EEO programs on evaluation reports, relief for cause, administrative
reduction, admonition, reprimand, administrative withholding of privileges, and rehabilitative transfer to another unit.
Commanders should determine whether the victim desires to be transferred to another unit, but should not subject the
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complainant to “ double victimization” by requiring that he or she be transferred to another unit while leaving the
offender in the unit.

(b) UCMJ. Violators of Army policies on equal opportunity and the prevention/eradication of sexual harassment,
whose conduct violates a punitive article of the UCMJ, may be charged and prosecuted. Nonjudicial punishments (e.g.,
Article 15) will be posted in the unit area in accordance with AR 27-10. Courts-Martial convictions may be published
in installation newspapers and/or posted in the unit area where deemed appropriate.

(2) Actions upon an unsubstantiated complaint. An unsubstantiated complaint is one for which the preponderance of
evidence (i.e., the greater weight of evidence) does not support and verify that the alleged unlawful discrimination or
sexual harassment occurred. In this situation, the commander should determine whether the allegations, though
unsubstantiated, might be indicative of problems in the unit, which require resolution through EO initiatives or other
leadership actions. Should the complaint be found unsubstantiated, the commander will notify the complainant in
writing (DA Form 7279-R, Part II) and, consistent with the limitations of the Privacy Act and the Freedom of
Information Act (FOIA), provide the complainant with a copy of the results of the investigation. The complainant will
sign and date the DA Form 7279-R to acknowledge receiving this information. This acknowledgment does not
necessarily signify the complainant’s agreement with the actions taken.

(3) Avoid victim focus. Actions to resolve complaints should focus on changing inappropriate behavior of offending
personnel and avoid targeting the complainant. The complainant’s job and status should not be affected unless he or
she requests such a remedy, and the chain of command will do so only after weighing the impact on readiness.

b. Feedback. The commander shall provide periodic feedback, throughout the process, to the complainant and the
alleged perpetrator on the status of the investigation.

(1) The commander shall provide written feedback to the complainant not later than the 14th calendar day (by the
end of the third MUTA 4 period for Reserve components) after receiving the complaint and then provide updates every
14 calendar days (three MUTA 4 drill periods) until final resolution. Written feedback should incorporate any verbal
updates provided to the complainant. Written feedback will be as complete as possible consistent with limitations of the
Privacy Act and the FOIA. Whenever possible, the commander should meet with the complainant to discuss the status
of the investigation to include findings and actions to resolve the issue. Oral feedback should be consistent with the
limitations of the Privacy Act and the FOIA.

(2) Commanders shall also provide writtenl feedback to the alleged perpetrator on the outcome of the investigation
and subsequent actions to be taken by the chain of command. The chain of command is advised to use discretion in
limiting feedback to personnel involved. This feedback should also be consistent with the limitations of the Privacy Act
and the FOIA.

E–8. Appeals process
If the complainant perceives the investigation failed to reveal all relevant facts to substantiate the allegations, or that
the actions taken by the command on his or her behalf were insufficient to resolve the complaint, the complainant has
the right to appeal to the next higher commander in his or her chain of command. The complainant may not appeal the
action taken against the perpetrator, if any is taken. If subject(s) of the complaint perceive the investigation has failed
to reveal all relevant facts to prove his or her innocence, he or she has the right to appeal to the next higher
commander in his or her chain of command. Geographically remote units, field operating agencies, and various other
organizations (including tenant units on the installation) shall promulgate Memoranda of Understanding or Installation
Standing Support Agreements between the installation (supporting) commander and their units. These documents will
serve to provide the necessary guidance to unit personnel for the courses of action to be taken with appeals. EO appeals
that may potentially leave the Army chain of command must be forwarded to HQDA, ODCS, G-1, Attention: DAPE-
HR-L for resolution.

a. The appeal must be presented within 7 calendar days (at the next MUTA 4 drill period for Reserve components)
following notification of the results of investigation and acknowledgment of the actions of the command to resolve the
complaint. The complainant must provide a brief statement that identifies the basis of the appeal. This will be done in
writing on the DA Form 7279-R, Part IV, and the complaint form will be returned to the commander in the chain of
command who either conducted the investigation or appointed the investigating officer.

b. Once the appeal is initiated by the complainant, the commander has three calendar days (or one MUTA 4 drill
period for Reserve components) to refer the appeal to the next higher unit commander (or installation commander for
those tenant units with Memoranda of Understanding that designate an appellate authority).

c. The commander to which the appeal is made has 14 calendar days (or three MUTA 4 periods for Reserve
components) to review the case and act on the appeal (i.e. approve it, deny it, or conduct an additional investigation).
Not later than the 14th calendar day following receipt of the appeal (or appropriate RC timelines), this commander
shall provide written feedback, consistent with Privacy Act and FOIA limitations, to the complainant on the results of
the appeal. This process applies equally to subsequent appeals submitted through the chain of command.

E–9. Final Resolution Upon Appeal
Complaints that are not resolved at brigade level may be appealed to the General Courts-Martial Convening Authority.
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The only exception to this is where organizations have Memorandums of Understanding or Support that delegate
Uniform Code of Military Justice authority to a local commander. Decisions at this level are final.

E–10. Follow-up assessment
The Equal Opportunity Advisor (EOA) will conduct a follow-up assessment of all formal equal opportunity and sexual
harassment complaints, both for substantiated and unsubstantiated complaints, 30 to 45 calendar days (four to six
MUTA 4 drill periods for Reserve components) following the final decision rendered on the complaint. The purpose of
the assessment is to measure the effectiveness of the actions taken and to detect and deter any acts or threats of
reprisal. The EOA will also assess the complainant’s satisfaction with the procedures followed in the complaint process
to include timeliness, staff responsiveness and helpfulness, and resolution of the complaint. The findings of this
assessment will be annotated on DA Form 7279-1-R (Equal Opportunity Complaint Resolution Assessment) and
maintained by the EOA. The EOA shall present findings and recommendations to the commander for further considera-
tion/action within 15 calendar days (second MUTA 4 drill period for Reserve components). After the commander
reviews the EOA findings and recommendation, the assessment is attached to the original complaint and maintained
with the rest of the file. DA Form 7279-1-R will be locally reproduced on 8 1/2 by 11-inch paper. A copy for
reproduction purposes is located at the back of the regulation. DA Form 7279-1-R will also be available on the USAPA
web site and the Army Electronic Library (AEL) CD-ROM.

E–11. Documentation/reporting of formal complaints
a. After the complainant’s case is closed, the entire complaint packet will be filed by the EOA who is the first in the

complainant’s chain of command.
b. The EOA retains the complaint file. Complaints will be retained on file for 2 years from the date of the final

decision on the case, using Army Management and Record Keeping System (MARKS).
c. In addition to the completed DA Forms 7279-R and 7279-1-R, the EOA will retain the following information

(using the memorandum for record format) for each case:
(1) The name, rank, and organization of the individual who conducted the inquiry/investigation;
(2) Complete report of investigation to include written review by EOA and servicing Staff Judge Advocate; and,
(3) The status or results of any judicial action, nonjudicial punishment, or other action taken to resolve the case.
d. Numbers of formal EO and sexual harassment complaints received in units will be reported to and then

consolidated by MACOMs. MACOMs will submit a quarterly narrative and statistical report to HQDA, ODCS, G-1,
ATTN: DAPE-HR-L, 300 Army Pentagon, Washington, DC 20310-0300.

E–12. Actions Against Soldiers Submitting False Complaints
Soldiers who knowingly submit a false equal opportunity complaint (a complaint containing information or allegations
that the complainant knew to be false) may be punished under the UCMJ.

E–13. Complaint procedures for reservists serving In the Individual Ready Reserve Or those
reservists not assigned to a unit

a. Complaint filed during active duty tour. Complaint procedures will remain the same as for active duty personnel.
Active and reserve Army commanders, upon receiving a complaint from members of the Individual Ready Reserve
(IRR) or IMA, from soldiers performing active duty for special work or temporary tour of active duty, or from any
reservist who is not a member of a troop program unit, will make every attempt to resolve the complaint prior to the
completion of the soldier’s active duty tour.

(1) Timelines. Should the complaint be filed but not resolved prior to the soldier’s release from active duty
(REFRAD), the timelines will be modified. The active or reserve component commander will have 30 calendar days
from the filing of the complaint to notify the complainant of the results of the investigation/actions taken to resolve the
complaint.

(2) Appeals. The complainant and subject(s) of the complaint will have 30 calendar days from notification of the
results of the investigation to file an appeal. Appeals filed more than 30 calendar days after notification must be
accompanied by a written explanation of the reasons for delay. The commander has the discretion to consider an appeal
based on its merits.

(3) Final decision. Notification of the commander’s final decision will be provided to the complainant and subject(s)
of the complaint with information copies to the next higher headquarters and Army Reserve Personnel Command (AR-
PERSCOM) within 30 calendar days of the receipt of the appeal.

b. Complaint filed subsequent to REFRAD. In the event the complaint is filed after the active duty tour has ended,
the complainant will file a sworn complaint on DA Form 7279-R (Part I through item 9a) to the AR-PERSCOM EOA.
(Soldiers may contact the AR-PERSCOM EO office for this form at Commander, AR-PERSCOM, ATTN: ARPC-
ZEQ, 9700 Page Boulevard, St. Louis, MO 63132-5200.) Upon the receipt of DA Form 7279-R, AR-PERSCOM will
f o r w a r d  t h e  c o m p l a i n t  t o  t h e  a p p r o p r i a t e  c o m m a n d e r  o f  t h e  s u b j e c t ( s )  o f  t h e  c o m p l a i n t  a c t i v e  d u t y  u n i t  f o r
investigation.
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(1) Timelines. That commander will have 30 calendar days from date of receipt of the complaint to conduct an
investigation and to provide feedback to the complainant. (Extensions, not to exceed an additional 45 calendar days,
may be granted by higher echelon commander.)

(2) Appeals. Complainants and subject(s) of the complaint will have 30 calendar days from notification of the
results of investigation/to appeal/decline appeal. Appeals filed more than 30 calendar days after notification must be
accompanied by a written explanation of the reasons for delay. The commander has the discretion to consider an appeal
based on its merits.

(3) Final notification. Within 30 calendar days of receipt of appeal, the commander will provide notification of final
decision to the complainant and subject(s) of the complaint, next higher headquarters, and AR-PERSCOM.

E–14. Complaint procedures for Army National Guard soldiers called to active duty
While on active duty, to include active duty training, Active Guard/Reserve (AGR) under Title 10, USC, and Active
Duty Special Work (ADSW) under Title 10, USC, Army National Guard soldiers will follow the complaint procedure
outlined in this regulation. When not on active duty under Title 10, USC, National Guard Soldiers will follow the
complaints procedures outlined in NGR (AR) 600-22, National Guard Military Discrimination Complaint System.

a. Complaints filed during active duty tour. Complaint procedures will remain the same as for active duty personnel.
Commanders receiving a complaint from Army National Guard soldiers on active duty will make every attempt to
resolve the complaint prior to the completion of the soldier’s active duty tour.

(1) Timelines. When an Army National Guard unit is to be released from active duty and the commander of that
unit has an unresolved complaint against a member or facility of the active duty component, the commander will turn
over the complaint for processing to the first active component commander in the chain of command. Should a
complaint be filed but not resolved prior to the soldier’s completion of active duty or the release of the National Guard
unit from active duty, the timelines will be modified. The active component commander will have 30 calendar days
from the filing of the complaint to notify the complainant and subject(s) of the complaint of the results of the
investigation. Should the complaint be filed against a member of the Army National Guard unit and the Army National
Guard unit is released from active duty prior to resolution, the complaint will be processed filed according to NGR
(AR) 600-22.

(2) Appeals. The complainant and subject(s) of the complaint will have 30 calendar days from receipt of the
notification of the results of the investigation to file an appeal. Appeals filed more than 30 calendar days after
notification must be accompanied by a written explanation of the reasons for delay. The commander has the discretion
to consider an appeal based on its merits.

(3) Final decision. Written notification of the final decision will be made to the complainant and subject(s) of the
complaint with information copies to the next higher headquarters, the Adjutant General of the complainant’s state, and
the Army National Guard Bureau Complaints Management and Support Activity (NGB CMSA) within 30 calendar
days of receipt of the appeal.

b. Complaints filed after release from active duty. An Army National Guard soldier may file a complaint with the
State Equal Employment Manager (SEEM) based upon unlawful discrimination that occurred while the soldier was on
active duty. The complaint must be filed within 180 calendar days of the date of the alleged unlawful discrimination or
of the time that the soldier knew or reasonably should have known of the unlawful discrimination. The complainant
must file a sworn statement on DA Form 7279-R, Part I. Upon the receipt of DA Form 7279-R, the SEEM will
forward the complaint to the appropriate active component commander for processing with a copy to NGB CMSA.

(1) Timelines. The active component commander will have 30 calendar days from the receipt of the complaint to
conduct an investigation and to provide feedback to the complainant. (Extensions, not to exceed an additional 45
calendar days, may be granted by higher echelon commander).

(2) Appeals. The complainant and subject(s) of the complaint will have 30 calendar days from receipt of the
notification of the results of the investigation to file an appeal. Appeals filed more than 30 calendar days after
notification must be accompanied by a written explanation of the reasons for delay. The commander has the discretion
to consider an appeal based on its merits.

(3) Final decision. Notification of the final decision will be provided to the complainant and subject(s) of the
complaint with information copies to the next higher headquarters, the Adjutant General of the complainant’s state, and
NGB CMSA within 30 calendar days of the receipt of the appeal.

Appendix F
Command Climate Survey

F–1. Requirement
Company commanders (company-level equivalents) will administer the Command Climate Survey as follows: (1)
within 90 days (Active Army) or 180 days (Army National Guard, U.S. Army Reserve) of assuming command and (2)
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Section III
Special Abbreviations and Terms

Equal Opportunity Terms

Affirmative action
Methods used to achieve the objectives of the Equal Opportunity Program. Process, activities, and systems designed to
identify, eliminate, prevent, and work to overcome the effects of unlawful discriminatory treatment as it affects the
recruitment, training, assignment, utilization, promotion, retention, and separation of military personnel.

Complaint
An allegation of unlawful discrimination based on race, color, national origin, religion, or sex.

Informal Complaint
Allegations of unlawful discrimination or sexual harassment that do not require written documentation. These com-
plaints may be voiced to the offending party, to someone in a position of authority, or both. The intention is that the
offending behavior will cease with no further action required.

Formal Complaint
Allegation of unlawful discrimination or sexual harassment that is submitted in writing to proper authority and
processed through official complaint channels.

Complainant
A member of the military who submits a complaint of unlawful discrimination.

Discrimination
Illegal, arbitrary treatment of a person or group based on race, color, national origin, religion, or sex.

Equal Opportunity
The right of all persons to participate in and benefit from programs and activities for which they are qualified. These
programs and activities shall be free from social, personal, or institutional barriers that prevent people from rising to
the highest level of accountability possible. Persons shall be evaluated only on individual merit, fitness, capability, and
potential, regardless of race, color, sex national origin, or religion, except as prescribed by statute, or other Service
policy.

Ethnic group
A segment of the population that possesses common characteristics and a cultural heritage based to some degree on:
faith or faiths; shared traditions, values or symbols; literature, folklore, or music; an internal sense of distinctiveness;
and/or an external perception of distinctiveness.

Ethnic and racial categories
The basic racial and ethnic categories for DoD reporting are defined as follows:

a. American Indian or Alaskan Native. A person having origins in the original peoples of North America.
b. Asian or Pacific Islander. A person having origins in any of the original peoples of the Far East, Southeast Asia,
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the Indian subcontinent, or the Pacific Islands. This area includes China, India, Japan, Korea, the Philippine Islands,
and Samoa.

c. Black (not of Hispanic Origin). A person having origins in any of the original peoples of Africa.
d. Hispanic. A person having origins in any of the original peoples of Mexico, Puerto Rico, Cuba, or Central or

South America, or of other Spanish cultures, regardless of race.
e. White (not of Hispanic Origin). A person having origins in any of the original peoples of Europe, North Africa,

or the Middle East.

Legal sufficiency review
A review of an investigation into a discrimination complaint to determine whether-

a. The investigation complies with all applicable legal and administrative requirements.
b. The investigation adequately addresses the matters complained of.
c. The evidence supports the findings of the investigating officer or board.
d. The conclusions and recommendations of the investigating officer or board are consistent with the findings.
e. Any errors or irregularities exist, and if so, their legal effect.

National origin
An individual’s or ancestor’s place of origin. Also applies to a person who has the physical, cultural, or linguistic
characteristics of a national group.

Protected communication
A lawful communication to any member of the chain of command, a Member of Congress, an Inspector General or any
member of a DoD audit, inspection, or law enforcement organization, including any office or command official
designated to receive equal opportunity complaints from service members, in which a military member makes a
complaint or discloses information that he or she reasonably believes evidences a violation of law or regulation, gross
mismanagement, a gross waste of funds, a gross abuse of authority, or a substantial and specific danger to public health
or safety.

Race
A division of humans identified by the possession of traits that are transmissible by descent and that are sufficient to
characterize as a distinctive human type.

Religion
A personal set or institutionalized system of attitudes, moral or ethical beliefs, and practices that are held with the
strength of traditional religious views, characterized by ardor or faith, and generally evidenced through specific
religious observances.

Reprisal
Taking or threatening to take an unfavorable personnel action or withholding or threatening to withold a favorable
personnel action, or any other act of retaliation, against a military member for making or preparing a protected
communication.
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Index
This index is developed by topics and subtopics within topics. Topics are identified by paragraph number.

Abbreviations and Terms, 1-3
Absence of commander, 2-8
Absence or disability of all officers of a unit, 2-9
Accommodating religious practices, 5-6
Accountability of successor, 2-12
Affirmative action plans, 6-13
Appearance before congressional committees, 5-2
Army language policy, 4-13
Assumption of command, 2-1
Attendance at DEOMI, 6-6
Authority, exercising military, 4-6
Authority to collect and maintain data, 6-15

Chain of command, 2-1
Change of station, settlement of local accounts, 4-8
Civil status of members of the Reserve Component, 4-9
Civilian law enforcement agencies, participation in, 4-10
Civilian schooling, equal opportunity, 6-11
Command aspects of medical care, 5-4
Command of installations, activities, or units, 2-5
Command, 1-5
Complaints or accusations against military personnel 5-8
Conduct, standards of, 4-17
Congressional committees, appearance before, 5-2

Date of rank (DOR), enlisted soldiers, 3-4
Death, disability, retirement, or absence of

commander, 2-8
Defense Equal Opportunity Management Institute

(DEOMI), Attendance at, 6-6
Delegation of authority, 3-1
DEOMI, attendance for civilians, 6-17
DEOMI, attendance for military, 6-6

Designation of junior in same grade to command, -7
Disability of commander, 2-9
Disciplinary powers of the commanding officer, 4-7

Emergency command, 2-10
Employment and volunteer work of spouse, 4-18
Equal opportunity chain of command responsibilities, 6-2
Equal opportunity purpose, 6-1
Equal opportunity definitions, appendix E
Equal opportunity ethnic observances and special commemorations, 6-18
Equal opportunity off-post activities, on-post activities, ad off-limit actions, 6-7
Equal opportunity policy, 6-3
Equal opportunity progress, narrative and statistical reports, 6-16
Equal opportunity responsibilities, 6-2
Equal opportunity staffing, 6-4
Equal opportunity, civilian schooling, 6-11
Equal opportunity, evaluation reports, 6-10
Equal opportunity, housing complaints, 6-9
Equal opportunity, legal assistance, 6-12
Equal opportunity, procedures for processing complaints, 6-8
Equal opportunity, training, 6-14
Ethnic observances and special commemorations, 6-18
Evaluation reports, equal opportunity, 6-10
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Exercising military authority, 4-6
Extremist organizations, 4-12

Family care plans, 5-5
Federal Parent Locator Service, 5-11
Functions of an individual in temporary command, 2-11

Grade and rank, 1-6

Homosexual conduct policy, 4-19
Housing complaints, equal opportunity, 6-9

Ineligibility for command of post or activity, 2-15

Junior in same grade to command, 2-7

Labor unions, military, 5-7
Language policy, army, 4-13
Legal assistance, equal opportunity, 6-12

Maintenance of order, 4-5
Medical care, command aspects of, 5-4
Membership campaigns, 4-11
Military authority, 4-6
Military courtesy, 4-3
Military discipline, 4-1
Military whistleblowers, 5-8, 5-12

Narrative and statistical reports on equal opportunity progress, 6-16
Noncommissioned officer support channel, 3-2

Obedience to orders, 4-2
On-post distribution of non-government printed materials, 5-9
Open door policy, 2-2
Order, maintenance of, 4-5
Other responsibilities of command, chapter 5

Participation in support of civilian law enforcement agencies, 4-10
Political activities, 5-3
Precedence of relative grade, 3-3
Printed materials, on-post distribution of non-government, 5-9
Prohibition of military labor unions, 5-7
Purpose of the regulation, 1-1

References, 1-2
Relationships between soldiers of different grade, 4-14
Relationships between trainees, recruits, and soldiers, 4-15
Relief for cause, 2-17
Religious practices, accommodating, 5-6
Reserve Component, civil status of members, 4-9
Responsibilities, 1-4
Restrictions, 2-16
Retirement of commander, 2-8

Separate commands of several military services
serving together, 2-14

Separate commands of the Army serving together, 2-13
Settlement of local accounts on change of station, 4-8
Sexual harassment, 7-1
Soldier conduct, 4-4
Specialty immaterial commands, 2-6
Spouse, employment and volunteer work of, 4-18
Staff or technical channels, 2-4
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Standards of conduct, 4-17

Technical channels, 2-4
Temporary command, 2-11
Total Army Family Program, 5-10
Trainee and soldier relationships, 4-15
Training for civilians at DEOMI, 6-17
Training, equal opportunity, 6-14

Volunteer work and employment of spouse, 4-18

Whistleblowers, military, 5-8, 5-12
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This Appendix 
Contains 

This appendix contains the items listed in this table-- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 thru SH-1-2 
SH-2, Student Home Assignment/Solution SH-2-1 thru SH-2-4 
SH-3, Observer’s Worksheet (Developmental 
Counseling video) 

SH-3-1 thru SH-3-3 

SH-4, Observer’s Worksheet (Developmental 
Counseling video solution sheet) 

SH-4-1 thru SH-4-3 

SH-5, Role-play situations solution sheets SH-5-1 thru SH-5-24 
SH-6, Extract from DA PAM 600-25 SH-6-1 thru SH-6-15 
SH-7, Developmental Counseling Form SH-7-1 thru SH-7-3 
SH-8, Classification and Rating Exercise Solution SH-8-1 thru SH-8-3 
SH-9, Role-Play Situations SH-9-1 thru SH-9-12 
SH-10, Blank Observer’s Worksheet for PE-2, 1 thru 5 
situations 

SH-10-1 thru SH-10-3 

SH-11, Extract from FM 7-22.7, Chapter 5 SH 11-1 thru SH 11-20 
 

 

D-1 



Student Handout 1 
 
Advance Sheet 

 
 
Lesson Hours This lesson consists of 2 hours and 10 minutes of small group instruction, and 2 

hours and 40 minutes of practical exercises. 
Overview You may supervise a platoon and/or unit counseling program by, describing an 

effective unit counseling program; describing how to assess, develop, and mentor 
subordinate leaders; and conducting subordinate-centered developmental 
counseling sessions.  You will develop a Developmental Counseling Form during 
the session and produce a plan of action focusing the subordinate's actions on 
individual, platoon and or unit goal accomplishments, IAW FM 22-100 and 
FM 7-22.7.  

 
 
Learning 
Objective 

Terminal Learning Objective (TLO). 

 

Action: Counsel Subordinates. 

Conditions: In a classroom environment, given FM 22-100 and FM 7-22.7, 
and the role of a platoon sergeant or staff NCO in a unit or 
organization. 

Standards: Counseled subordinate by— 
 

�� Describing an effective unit-counseling program. 
�� Assessing leadership actions at developmental 

counseling and mentorship of the subordinate leaders. 
�� Demonstrating the ability to develop subordinate 

leaders by using procedures in practical exercise 
situations. 

 
IAW FM 22-100 and FM 7-22.7. 

 
 ELO A    Describe an effective unit counseling program. 

ELO B    Assess leadership actions at developmental counseling and the 
mentorship of subordinate leaders. 

ELO C    Demonstrate the ability to develop subordinate leaders by using 
procedures in practical exercise situations. 

 
 
Assignment Read FM 22-100, Chapters 2 and 5 and Appendixes B and C. 

Read FM 7-22.7, Chapter 5 (SH-11). 
Read DA PAM 600-25 extract (SH-6). 
Complete the Student Home Assignment prior to the class. 

 
 
Additional 
Subject Area 
Resources  

None 

 

SH-1-1 



 
 

Bring to Class �� All reference material. 
�� Pen or pencil. 
�� Writing paper. 
�� Completed Student Note Taking Guide. 

 

SH-1-2 



 
Student Handout 2 

 
 

 This Student Handout contains 12 questions on Counseling Subordinates.  Give this 
handout to the students as a home assignment for them to complete prior to PE-1. 

 
 

SH-2-1 



Counsel Subordinates 
 
 
1.  Describe the role of a leader in developing subordinates through counseling. 
 
 
 
 
2.  Define counseling. 
 
 
 
 
3.  Describe “subordinate-centered” communications. 
 
 
 
 
4.  Describe the three approaches to counseling. 
 
 
 
 
5.  List four qualities that leaders must demonstrate in order to counsel effectively. 
 
 
 
 
6.  Describe what cultural awareness means. 
 
 
 
 
7.  List, describe, and briefly state the importance of three leader-counseling skills. 
 
 
 
 
8.  List four common counseling mistakes. 
 
 
 
 
9.  Identify five guidelines to improving counseling that you think are important. 
 
 
 
 
 
10.  Describe the two categories of counseling and give examples within each category. 

SH-2-2 



Counsel Subordinates 
 

Student Home Assignment, (cont) 
 
 
11.  List and describe the four components of the counseling session. 
 
 
 
 
12.  List the four stages of the counseling process. 

SH-2-3 



Student Handout 3 
 

 
 This Student Handout is an Observer’s Checklist to evaluate the Developmental 

Counseling video, segment 6. 
 

SH-3-1 



Observer’s Worksheet Developmental Counseling Video 
Segment #6 

 
Instructions:  Rate the counselor on the items below using the scale provided. 
 

0  1  2  3  4  5 
�  �  �  �  �  � 

Not at all            Poor          Marginal       Satisfactory Very good        Excellent  
 
 
1.  Components of the Counseling Session: 
 
 A.  Open the session. ____________ 
Stated the purpose of the session and established a subordinate-centered tone. 
 
 
 B.  Discuss the issue. ____________ 
Developed a mutual understanding of the situation.  
 
 
 C.  Develop a plan of action. ____________ 
Jointly identified actions to solve problem, improve performance, or achieve goals. 
 
 
 D.  Close the session. ____________ 
Summarized key points, checked acceptance of plan of action, established follow-up measures. 
 
 
2.  Leader Counseling Skills 
 
 A.  Active Listening _____________ 
Gave full attention to subordinate, maintained appropriate eye contact and made 
appropriate gestures. 
 
 
 B.  Responding _____________ 
Checked understanding by paraphrasing or summarizing.  
 
 
 C.  Questioning _____________ 
Asked open-ended questions to gain information or provoke thought. 
 
 
Total Score: .................................................................................... ____________ 

SH-3-2 



3.  Comments should be provided on each component of the counseling session and leader 
counseling skills listed on the front of this form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Overall strengths of the counseling session: 
 
 
 
 
 
 
 
Areas where improvement is needed: 
 
 
 
 
 
 
 
 
 
Name of Counselor:  _______________  Signature: _______________  Date: _______ 
 
Name of Observer:  ________________  Signature: _______________  Date: _______ 
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Student Handout 4 
 

 
 This Student Handout is a solution to the Observer’s Checklist Worksheet, use this 

handout to stimulate discussion after the Developmental Counseling video is 
complete. 
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Observer’s Worksheet SOLUTION Developmental Counseling Video 
Segment #6 

 
Instructions:  Rate the counselor on the items below using the scale provided. 
 

0  1  2  3  4  5 
�  �  �  �  �  � 
Not at all            Poor          Marginal       Satisfactory Very good        Excellent  

 
 
1.  Components of the Counseling Session: 
 
 A.  Open the session. ______2_____ 
Stated the purpose of the session and established a subordinate-centered tone. 
 
 
 B.  Discuss the issue. ______4______ 
Developed a mutual understanding of the situation. 
 
 
 C.  Develop a plan of action.   ______4_____ 
Jointly identified actions to solve problem, improve performance, or achieve goals. 
 
 
 D.  Close the session. ______4_____ 
Summarized key points, checked acceptance of plan of action, established follow-up measures. 
 
 
2.  Leader Counseling Skills 
 
 A.  Active Listening. ______3_____ 
Gave full attention to subordinate, maintained appropriate eye contact and made 
appropriate gestures. 
 
 
 B.  Responding. ______3_____ 
Checked understanding by paraphrasing or summarizing. 
 
 
 C.  Questioning. ______3_____ 
Asked open-ended questions to gain information or provoke thought. 
 
 
Total Score: .................................................................................... ______23____ 
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3.  Provide comments on each component of the counseling session and leader counseling skills 
listed on the front side of the form. 
 
Counseling Session: 
1.A.  Open the session.  Tone:  Defensive.  Because SSG Rovero was late, CW2 Lang’s irritation put him 
on the defensive immediately. 
 
Purpose:  Not clearly stated.  Although CW2 Lang prepared the session in advance, he should have 
restated the purpose of the counseling. 
 
1.B.  Discuss the issue.  The two developed a mutual understanding of the situation. 
 
1.C.  Develop a plan of action.  With some discussion, develop a plan of action together for solving the 
problem and achieving goals. 
 
1.D.  Close the session.  CW2 Lang gave full ownership of the plan of action to SSG Rovero.  “I’ll be 
around if you need me” does not necessarily define the leader’s responsibilities for ensuring success of 
the plan of action, but SSG Rovero seemed to like having the responsibility of working his plan. 
 
Counseling Skills: 
2.A.  Active listening.  Counselor remained focused on the subject. 
 
2.B.  Counselor responded to statements with questions that prodded SSG Rovero into deeper 
exploration of the problem. 
 
2.C.  Questioning.  Although the questions were not standard open-ended questions, they were leading 
questions  
 
Overall strengths of the counseling session: 
 
Identify the problem areas and developed a plan of action together. 
Counselor complimented NCO on his strengths. 
Session was mainly subordinate-centered 
 
Areas of improvement: 
Opening – counselor should not have stressed the tardiness and calmly opened the session properly. 
 
 
Name of Counselor:  _______________  Signature: _______________  Date: _______ 
Name of Observer:  ________________  Signature: _______________  Date: _______ 
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Student Handout 6 
 

 
This Student 
Handout 
Contains 

This student handout contains 14 pages of extracted material from the following 
publication: 
 
DA Pam 600-25, US Army NCO Professional Development Guide, 15 October 2002 

 
 
 DESCRIPTION PARAGRAPH NUMBER 
 
 CHAPTER 2 2-1 THRU 2-6 
 CHAPTER 4 4-1 AND 4-2 
 APPENDIX C C-1 THRU C-6 
 
 
 DISCLAIMER:  The developer downloaded this extract from the U.S. Army Publishing 

Agency Home Page.  The text may contain passive voice, misspelling, grammatical 
errors, etc., and may not be in compliance with the Army Writing Style Program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY, TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL SUBJECT YOU TO 
PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO RECOVER 
PRINTING COST. 
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Chapter 2 
Leader Development Process 
 
2–1. Leader development process 
     The leader development process consists of three distinct, but closely related pillars: institutional training, 
operational assignments, and self-development.  This is a continuous cycle of education, training, experience, 
assessment, feedback, and reinforcement designed to meet the needs of the Army, the unit, and develop the potential 
of noncommissioned officers as leaders.  In all three pillars, the emphasis is on developing competent and confident 
leaders of character who understand, and have the ability to exploit the full potential of current and future Army 
doctrine across the full spectrum of military operations. 
 
2–2. Institutional training 
a. Institutional training is all formal military training and education NCOs receive throughout a military career.  The 
purpose of institutional training is to develop the values, attributes, critical warfighting skills, and actions that are 
essential to quality NCO leadership.  When these same values, attributes, skills, and actions are tested, reinforced, 
and strengthened by follow-on operational assignments and meaningful self-development programs, NCOs attain 
and sustain competency in their profession of arms.  Institutional training provides the sound foundation upon which 
all future leader development rests.  The Noncommissioned Officer Education System (NCOES) and certain other 
functional courses form the institutional training pillar of NCO leader development.  NCOES is designed to prepare 
noncommissioned officers to lead and train soldiers who work and fight under their leadership, and assist their 
assigned leaders to execute unit missions.  NCOES does this through progressive and sequential training using small 
group instruction for NCOs throughout four levels of schooling: primary, basic, advanced, and senior.  Functional 
courses are based on specific skills required for special assignments or duties.  The Army uses resident and distance 
learning instruction to provide this institutional training. 
 
b. The Primary Leadership Development Course (PLDC) is a non-military occupational specialty (MOS) specific, 
field-oriented, leadership course built around basic soldier skills.  PLDC trains specialist (SPC)(P), corporal 
(CPL)(P), and sergeants at Noncommissioned Officer Academies (NCOA) throughout the Army.  The training is 
focused on the values, attributes, skills, and actions needed for team leadership responsibilities at the rank of 
sergeant (SGT). Active Army (AA) and Active Guard (AGR) Reserve Component (RC) NCOs attend a 30-day 
resident course.  Non-AGR RC NCOs complete pre-resident training, then attend a 15 day resident phase during 
active duty for training (ADT) or annual training (AT) at a TASS (The Army School System) institution.  Promotion 
to SGT is contingent upon successful completion of PLDC. 
 
c. The Basic Noncommissioned Officer Course (BNCOC) is between 2 to 55 weeks, depending upon the MOS, and 
consists of two or more phases.  Phase I, which is a stand alone common core, uses the small group instruction 
process to teach the theory and principles of battle-focused common core training, leadership, and war fighting skills 
required to lead a squad-sized element in combat.  Phase II is "hands on," performance oriented, technical training 
that is specific to the MOS.  The level of training received at BNCOC progressively and sequentially improves upon 
the previous instruction received in PLDC and operational assignments.  All NCOs attend a TASS school facility 
dependent upon training seat availability and proximity to home station. Non-AGR RC NCOs attend during ADT or 
AT.  Promotion to staff sergeant is contingent upon successful completion of BNCOC. 
 
d. The Advanced Noncommissioned Officer Course (ANCOC) is structured similar to BNCOC, and prepares NCOs 
to assume the duties and responsibilities needed to lead a platoon-sized element.  ANCOC has a phase I stand-alone 
common core, as well as proponent phases that include hands-on and performance oriented training that emphasize 
war-fighting skills.  ANCOC is conducted at resident service schools and the course length is based upon the MOS.  
As with BNCOC, AA and RC NCOs attend a TASS school facility dependent upon training seat availability.  Non-
AGR RC NCOs attend during ADT or AT. Promotion to SFC is contingent upon successful completion of ANCOC. 
 
e. The Sergeants Major Course (SMC) prepares selected master sergeants (MSG) to perform the duties of sergeant 
major (SGM) and command sergeant major (CSM) for staff and troop assignments.  The SMC is the pinnacle of the 
enlisted education system, and is a prerequisite for promotion to SGM and appointment to CSM.  This senior-level 
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training is obtained through a 9-month resident course taught at Fort Bliss, TX, or through a two-year non-resident 
course for RC and selected AA personnel. 
 
f. Functional courses such as drill sergeant, recruiter, and attaché training are required for special assignments.  
Other functional courses such as the Battle Staff Course and First Sergeants Course (FSC), provide specific skills 
required for duties in operations and leadership areas of responsibility.  Senior NCOs selected for first sergeant duty 
are required to attend the FSC prior to assuming their initial first sergeant position.  Command sergeants major 
(CSM) attend the Command Sergeants Major course to prepare them for their initial duty as a CSM. 
 
2–3. Operational assignments 
a. Operational experience provides leaders the opportunity to employ and further develop those skills attained 
through the process of formal education.  Experience gained through a variety of challenging duty assignments 
prepares NCOs to lead soldiers in combat. 
 
b. Operational assignments are made based on the NCO’s military specialty and additional skills.  Special duty 
assignments present a unique challenge and opportunity for leader development as the NCO is often performing 
duties outside his or her primary military occupational specialty (PMOS) in positions that include drill instructor, 
recruiter, joint duty, and attaché.  Commanders and leaders use the Unit Leader Development Plan (LDP) and 
noncommissioned officer professional development (NCOPD) to enhance NCO leader development during 
operational assignments. 
 
c. Developing leaders is a priority mission in Army organizations.  Commanders, leaders, and supervisors develop 
subordinates and ensure necessary educational requirements are met.  Commanders should establish a formal unit 
LDP that focuses on developing individual leaders.  These programs should consist of three phases: reception and 
integration; basic skills development; and advanced development and sustainment. 
 

(1) Conduct an assessment of basic skills to identify strengths that must be sustained, weaknesses that need 
improvement, and skills that need to be developed for the NCO to assume greater responsibilities. 

(2) Integrate mission essential task list (METL) based training and other unit-related training that support 
the unit METL. 

(3) Correct weaknesses that impact on the performance of duties.  Gain experience for assignment and 
career development needs. 
 
d. The NCOPD is the NCO leader development program implemented by the CSM, and is based on the 
commander’s guidance and directives.  This program encompasses most leadership training at the unit level, and is 
tailored to the unique requirements of that unit and its NCOs. 
 
e. Commanders must continuously integrate individual training with collective training to effectively use available 
time and resources to develop leaders and ensure soldiers can perform every task required at their skill level.  
Operational assignments should reflect the present and projected level of the soldier’s institutional training and 
performance abilities. 
 
2–4. Self-development 
a. Self-development is a planned, progressive and sequential program followed by NCOs.  This program is 
comprised of individual study, education, research, and professional reading (see the Army Chief of Staff’s 
professional reading list–appendix E).  Self-development also includes practice, and self-assessment, and ideally is 
synchronized with institutional training and operational assignments.  Self-development programs should 
complement and expand on advancements and accomplishments gained during institutional training and operational 
assignments, and the programs require a lifelong commitment.  Self-development is a personal responsibility and 
focuses on maximizing leader strengths, minimizing weaknesses, and achieving individual leader development 
goals.  Self-development is a joint effort involving the individual soldier and the full support of commanders, 
leaders, and supervisors to be effective.   
 
b. Initially, self-development is narrow in focus, but broadens as individuals become more familiar with their own 
strengths and weaknesses, determine their specific needs, and become more independent.  Each leader’s knowledge 
and perspective increase with age, experience, institutional training, and operational assignments.  Specific and goal- 
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oriented development allows individuals, commanders, and leaders to build a functional self-development program 
tailored to NCO and unit needs.  NCO professional development models (PDM) are the soldiers’ guide to self-
development. 
 
2–5. Educational activities in support of self-development 
     Many self-development activities recommended on a PDM come from programs and services offered through the 
Army Continuing Education System (ACES), which operates education and learning centers throughout the Army. 
ACES assists soldiers with self-development as described below: 
 
a. Education center counseling services provide academic and vocational counseling to help soldiers establish 
professional and educational goals.  Counselors assist in enrolling the soldier in appropriate courses and in finding 
alternate methods to achieve the soldier’s goal when duty schedule prevents regular course enrollment.   
 
b. Functional Academic Skills Training (FAST) offers instruction in reading, mathematics, and communication 
skills to help soldiers function on the job, prepare for advanced training, and meet prerequisites for continued 
education.  These courses can help selected soldiers achieve the current recommended reading grade levels and the 
Army’s recommended writing standard.  This is an on-duty commander’s program to ensure soldiers possess the 
necessary reading and writing skills to succeed in their occupational specialty.  Read-to-lead is a self-paced program 
to help soldiers improve their reading skills. 
 
c. High school completion programs offer soldiers the opportunity to earn a high school diploma or equivalency 
certificate on or off-duty. 
 
d. College level courses are available through installation education centers that coordinate with participating 
colleges to provide on-post programs that lead to a degree.  Most institutions, operating on-post, are part of the 
Servicemembers Opportunity Colleges Army Degree (SOCAD), which guarantees soldiers’ transfer of credits and 
acceptance of non-traditional credits, such as military experience and College Level Examination Program (CLEP) 
tests.  Also included are courses for credentialing, certification, and licensing through the education centers or using 
an online Web site, Army Credentialing Opportunities Online (COOL).  Tuition assistance (TA) is authorized to pay 
for voluntary off-duty, and approved on duty, education programs that support Army educational objectives and the 
soldier’s self-development goals.  These programs help soldiers earn post secondary degrees, that is, associate and 
baccalaureate’s degrees, recommended on professional development models.  Education counselors assist soldiers in 
applying for tuition assistance. 
 
e. Testing is offered by education centers for a wide range of academic and vocational tests.  These tests include the 
Adult Basic Education (Test) (TABE)-A Reading Comprehension Test for NCOES; Scholastic Aptitude Test (SAT) 
and American College Test (ACT) for college entrance; and College Level Examination Program tests for college 
credit. 
 
f. Language training for non-linguists is provided by ACES through host-nation orientation and instruction in basic 
language skills.  These courses enhance language skills of soldiers whose primary duties require frequent contact 
with host-nation counterparts.  Materials are also available for sustainment of language skills. 
 
g. Correspondence courses are offered through The Defense Activity for Non-Traditional Educational Support 
(DANTES), which publishes a catalog of post-secondary correspondence courses in which soldiers may enroll in, as 
well as attending regular classroom courses.  Education counselors can advise soldiers on the availability of 
approved courses and tuition assistance. 
 
h. Army Learning Centers provide a variety of independent study materials, computer-based instruction, language 
labs, tutorial services, and a military publications library.  These centers support self-development, unit, and 
individual training.  Materials recommended on PDM reading lists can generally be found in Army learning centers. 
 
i. The Army Correspondence Course Program (ACCP) provides a variety of self-study correspondence courses that 
are specific to each MOS and CMF.  Courses are also available in leadership and training management, and are 
geared to professional development.  Proponent schools develop the courses, many of which consist of sub-courses  
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that provide the soldier promotion points once completed.  Soldiers can enroll for courses at the their unit, their 
Army learning center or online. 
 
2–6. Professional development models 
     Professional development models are developed for each MOS, and are found in chapters 4 through 36 of this 
publication. PDMs — 
 
a. Outline institutional training and operational assignments in relation to career management field (CMF) 
recommended self-development activities.  Leader self-development is an individual soldier responsibility, and the 
only leader development phase over which a soldier has direct control. 
 
b. Emphasize self-development.  However, soldiers should not emphasize PDM activities to the point where self 
development takes precedence over duty performance. 
 
c. List operational assignments as examples of career development.  Soldiers should consult with their supervisors 
and career advisors for their particular CMF progression. 
 
d. Guide soldiers through CMF proponent recommended activities to become more proficient at current and next 
higher-level duty positions. 
 
e. Identify courses and training that complement and supplement institutional instruction and operational assignment 
experiences. 
 
f. Focus on broad recommendations, which address the values, attributes, skills, and actions successful NCOs have 
found to be beneficial to their career progression.  Each PDM lists recommended self-development activities to 
complete prior to attending NCOES and for specific MOS skill levels.  Activities include ACCP, computer-based 
instruction, post secondary courses, professional readings, and learning center activities. 
 
g. Recommend goals to include professional certification, credentialing, and degrees related to the soldier’s CMF. 
 
h. Contain recommendations for self-development.  It may not be feasible for a soldier to complete all recommended 
activities since some duty assignments may preclude off-duty education.  However, there are alternate methods of 
achieving recommendations, for example, examinations, distance learning, and learning center activities. 
 
i. Offer a series of planned, progressive, and sequential developmental activities that leaders can follow to enhance 
and sustain military leadership competencies throughout their careers.  Any self-development activities undertaken 
will require personal sacrifice of off-duty time if the soldier is to achieve the desired goal. 
 
j. Provide the recommended activities soldiers can take to better prepare themselves for each phase of NCOES and 
to perform in each duty assignment. 
 
 
Chapter 4 
Infantry (CMF 11) Career Progression Plan 
 
4–1. Duties 
The Infantry Force is a branch designed to close with the enemy by fire and maneuver to destroy or capture him, and 
repel his assault by fire, close combat, and counterattack.  The Infantry can fight mounted or dismounted according 
to terrain conditions and mission requirements. This career field is closed to women. 
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4–2. MOS 11B Infantryman 
a. Major duties. The infantryman supervises, leads, or serves as a member of an infantry activity that employs 
individual small arms weapons or heavy anti-armor crew served weapons, either vehicle or dismounted in support of 
offensive and defensive combat operations. 
 
b. Prerequisites. See DA Pam 611–21 and PERSCOM Smartbook Web site. 
 
c. Goals for development The purpose of the infantryman professional development pattern is to educate soldiers 
and NCOs on how to map their career to become successful combat leaders.  United States Army Infantry Center’s 
(USAIC’s) commitment to the Infantry Force is that it will prepare NCOs for success through training in the 
institution, based on a thorough review of training strategy.  The Noncommissioned Officer Education System 
(NCOES) System will also provide multifunctional training during Basic Noncommissioned Officer Course 
(BNCOC), and Advanced Noncommissioned Officer Course (ANCOC) to all NCOs to assist in forming the NCO 
into a leader prepared to excel in any Infantry assignment.  Infantrymen will fill varied tactical assignments during 
their career, which will come when the NCO transitions between the different functions of Infantry (light, 
mechanized,and antiarmor).  The Light Leaders Course, Bradley Transition Course, and Anti-Armor Leaders course 
have been instituted to provide the specialized training required to set the adaptive infantry leader for success.  
Follow-on assignments at the brigade and division staff will then add to their overall professional knowledge.  In a 
tactical unit, the NCO should spend roughly 75 percent of his assignments at battalion level and below and 25 
percent in other duty positions.  Back-to-back, non-infantry tactical assignments should be avoided (such as going 
from drill sergeant to recruiter duty, instructor, or staff to similar positions).  It is possible these situations will occur 
due to direct assignment from the Department of the Army. NCOs should seek the harder, more professionally 
rewarding, leadership positions: team leader, squad leader, section leader, platoon sergeant, and first sergeant.  They 
should round out their careers with battalion/brigade operations experience. 
 
(1) Private (PVT)-SPC/CPL. 
(a) Institutional training. One station unit training (OSUT), Primary Leadership Development Course (PLDC). 
(b) Operational assignments. The focus during the early years of a soldier’s career should be on building a strong 
base of technical expertise in equipment, basic MOS skills, and common soldier tasks. 
(c) Self-development. Soldiers should become familiar with and study the following military publications: FM 21–
20, FM 22–5, AR 670–1, FM 21–75, FM 21–11, and all-10 level maintenance manuals associated with their 
equipment.  The following is the suggested reading list: Art of War (Sun Tzu), The Forgotten Soldier (Sajer, Guy), 
The Killer Angels (Shaara, Michael).  The OPTEMPO of tactical assignments limits the opportunity for civilian 
education, but if you are willing to make sacrifices, then the chances are there.  If you are unable to pursue formal 
civilian courses CLEP and DANTES are available; again these are based on the individual soldiers’ own desire to 
excel.  There are, however, ample opportunities to participate in various types of correspondence courses. 
(d) Additional training. Airborne, Air Assault, Javelin/Dragon, Sniper, Rappel Master. 
(e) Special assignments. Recruiter programs (must volunteer). 
 
(2) SGT. 
(a) Institutional training.  PLDC (for conditional promotion to SGT, see AR 600–8–19), and BNCOC. 
(b) Operational assignments.  The focus during this phase of a soldier’s career should be on developing leadership 
skills, honing on technical expertise, and laying a foundation of tactical knowledge.  Team leader and squad leader 
positions should be sought out. 
(c) Self-development.  Soldiers should study and master the following military publications:  FM 1, FM 3–0, FM 3–
25.26, FM 22–100, FM 25–100, FM 25–101, all -10 level maintenance manuals associated with their equipment, 
and all battle drills that are associated with current assignment.  The following is the suggested reading list: 
Common Sense Training (Collins, Presidio Press, 1980, ISBN 0–89141–046–5), Small Unit Leadership (Malone, 
Mike), Rules for Leadership; Improving Unit Performance (Blade, National Defense University Press, 1986, 88–
28556), Guide to Effective Military Writing (McIntosh, Stackpole Books),  Readings on famous military leaders; 
that is, Napoleon, Grant, Lee, Pershing, Patton, Bradley, Ridgeway, Westmoreland, Schwartzkopf, The Story of the 
Noncommissioned Officer Corps (Center for Military History, 70–38), Attacks (Rommel), When bad things happen 
to good people (Kushner, Harold S). Seek opportunities to pursue college level courses. 
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(d) Additional training. Light Leaders Course, Bradley Transition Course, Anti-Armor Leaders Course, Ranger, 
Airborne, Air Assault, Jumpmaster, Sniper, Master Fitness, Rappel Master, Master Gunner (SGT promotable). 
(e) Special assignments.. Drill sergeant (SGT promotable). 
 
(3) SSG. 
(a) Institutional training.  BNCOC (for conditional promotion to SSG, see AR 600–8–19), ANCOC, and Battle Staff 
Course. 
(b) Operational assignments.  The focus of this phase is to continue development and refinement of the leadership 
skills and tactical and technical expertise at the squad and platoon level.  Soldiers should seek duty as squad/section 
leaders, possibly platoon sergeants if the opportunity is available. 
(c) Self-development. Soldiers should study and master the following military publications: FM 3–25.26, FM 22–
100, FM 25–100, FM 25–101, DA Pam 600–25, all-10 level maintenance manuals associated with their equipment, 
and all battle drills that are associated with current assignment.  The following is the suggested reading list: Small 
Unit Administration (Manual or ADP Systems, Stackpole Books), The Noncommissioned Officers’ Family Guide 
(Gross, Beau Lac Pub, 1985, ISBN 0–911980–13–X).  At this stage soldiers should seek opportunities to pursue 
completion of an associate’s degree. 
(d) Additional training.  Master gunner, Light Leaders Course, Bradley Transition Course, Anti-Armor Leaders 
Course, Ranger, Airborne, Air Assault, Master Gunner, Pathfinder, Jumpmaster, Rappel Master, Master Fitness. 
(e) Special assignments.  Instructor, drill sergeant, recruiter, AA/RC advisor, observer/controller. 
 
(4) SFC. 
(a) Institutional training.  ANCOC (for conditional promotion to SFC, see AR 600–8–19), First Sergeants Course 
(First time first sergeants are required to attend the FSC prior to holding a first sergeant position), and Battle Staff 
Course. 
(b) Operational assignments. The critical assignment at this stage is platoon sergeant, especially in a tactical unit.  
Platoon sergeant is an assignment you must seek to be qualified in the duty position and will enhance your ability to 
be a better leader in combat.  It also increases soldier potential for selection to MSG. 
(c) Self-development.  Soldiers should study and master the following military publications: FM 3–7, FM 21–31, FM 
25–100, FM 3–0, FM 25–101, DA Pam 600–25, AR 350–17, AR 750–1. The following is the suggested reading list:  
Readings about world politics and tensions issues, Combat Leader’s Field Guide (10th Ed., Stackpole Books), Roots 
of Strategy, Book 2 (Picq, Clausewitz, Jomini, Stackpole Books).  At this stage you should seek opportunities to 
pursue completion of an associate’s degree. 
(d) Additional training.  Light Leaders Course, Bradley Leaders Course, Master Gunner, Anti-Armor Leaders 
Course, Ranger, Airborne, Air Assault, Drill Sergeant, Rappel Master, Jumpmaster, Air Tactical Operation Course, 
Master Fitness, Equal Opportunity Advisor. 
(e) Special assignments. IG NCO, instructor, drill sergeant, observer/controller at a Combat Training Center (JRTC, 
CMTC, NTC), AA/RC advisor, ROTC, EO advisor, Career management NCO, battalion/brigade/division 
operations, troop command (RC), State HQ (ARNGUS), regional support command or GO command (USAR). 
d. Professional Development Model for MOS 11B. See Professional Development Model for MOS 11B. 
e. Army career degrees. See SOCAD Army Career Degree Program. 
f. GI to Jobs. See GI to Jobs COOL Web site. 
 
Appendix C 
Values, Attributes, Skills, and Actions 
 
C–1. NCO leader development 
a. NCO leaders. All noncommissioned officers are leaders. As such, a major portion of NCO professional 
development is directed toward leader development. With the publication of FM 22–100 in August 1999, the NCO 
Corps was provided a blueprint for NCO leader development. 
b. Principles. Based on the traditional precepts or principles, “Be, Know, Do,” FM 22–100 gave all Army leaders a 
framework that outlines the Army’s leadership doctrine and theory, as well as provide a comprehensive and 
adaptable resource for Army leaders. Appendix B summarizes the “Army Leadership Framework” from the NCO 
point of view, as it addresses a leader’s requirement to develop character and competence while achieving 
excellence. It is divided into three sections that correspond with the three leadership principles. 
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C–2. The “Be” principle 
The “Be” principle of “Be, Know, Do” addresses an NCO’s character, or mental and ethical traits— those things 
that define a person as an individual and/or part of a group. It is this character that helps a leader know what is right, 
and gives him, or her, the courage to do what is right regardless of the circumstances. The “Warrior Ethos” of 
refusal to accept failure must be an integral part of the NCO’s character. The categories of values and attributes fall 
under this principle, and they apply to all levels of NCO leadership. 
 
C–3. Army values 
Values describe a person’s attitudes about the worth of people, concepts, and other things. The Army is an 
institution whose members are guided by specific values common to all soldiers and leaders. Those values define 
who soldiers are, what they stand for, and are the building blocks that guide soldiers to discern right from wrong in 
any situation. 
The Army values form the acronym, LDRSHIP. 
a. Loyalty. Bear true faith and allegiance to the U.S. Constitution, the Army, your unit, and other soldiers. 
b. Duty. Fulfill your obligations. 
c. Respect. Treat people as they should be treated. 
d. Selfless service. Put the welfare of the Nation, the Army, and subordinates before your own. 
e. Honor. Live up to all the Army values. 
f. Integrity. Do what’s right—legally and morally. 
g. Personal courage. Face fear, danger, or adversity (physical or moral). 
  
C–4. Attributes 
Attributes, the second half of the “Be” principle, are defined as a person’s fundamental or inherent traits. Although 
every person is born with some attributes, NCO leader attributes are learned, and categorized as mental, physical, 
and emotional. NCOs’ attributes influence their actions, and, consequently, the unit or organization. Successful 
NCOs must constantly strive to improve their leader attributes. 
a. Mental attributes. 
(1) Will. Will is the inner drive that compels soldiers and leaders to keep going when it would be easier to quit. 
(2) Self-discipline. Self-discipline is the control of oneself, and one’s behavior; it allows leaders to do the right thing 
regardless of the consequences for them or their subordinates. 
(3) Initiative. Initiative is the ability to begin or follow through with a plan or task; it is particularly evident when a 
situation changes or a plan falls apart. When balanced with good judgement, initiative becomes disciplined 
initiative, which is an essential leader attribute. 
(4) Judgement. Good judgment is the ability to quickly size up a situation, determine what is important, and decide 
what needs to be done. It is the capacity to make sound and reasonable decisions and includes thinking through the 
consequences of what you are about to do before you do it. 
(5) Self-confidence. Self-confidence is faith in your own abilities; that you will act correctly and properly in any 
situation, even one in which you are under stress and do not have all the information. It comes from competence and 
is based on mastering skills. 
(6) Intelligence. Intelligence is the faculty of thought and reason; it is the capacity to acquire and apply knowledge.  
Intelligent leaders think, learn, reflect, and then apply what they learn to come to a decision by combining their 
professional skills, experience, and ability to reason through a problem. 
(7) Cultural awareness. Culture awareness is the ability to understand varying sets of beliefs, values, and 
assumptions about what is important. For NCOs, this awareness applies to your own soldiers, the culture of the 
country where you are stationed, and the culture of other armed forces with whom you may interact. This ability 
empowers leaders to make use of everyone’s talents and creates a team where subordinates know they are valuable 
and appreciated. 
b. Physical attributes. 
(1) Health fitness. Health fitness is all you do to maintain good health and includes physical exams, dental hygiene 
and personal grooming and cleanliness. A healthy soldier maintains deployability standards, can perform better in all 
types of environments, and is less likely to become a loss to the unit. 
(2) Physical fitness. Physical fitness provides a foundation for unit and combat readiness. Physically fit leaders are 
better able to think, decide, and act appropriately under pressure, which results in feelings of competence and 
confidence that reassure and inspire those around them. 
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(3) Military and professional bearing. Professional military appearance and courtesy directly affect your ability to 
manage difficult situations. Pride in your uniform and your professional demeanor are attributes evident to all 
around you and send a signal of awareness and competence. The Army expects its NCOs to look good and conduct 
themselves professionally. 
c. Emotional attributes. 
(1) Self-control. Self-control is using your will to control your feelings, desires, or actions, and inspires calm 
confidence in subordinates. An NCO who exhibits the proper amount of self-control fosters a climate of trust and 
feedback from unit members. 
(2) Balance. Balance is the means to make decisions with the proper emotion required for a particular situation.  
NCOs must use their experience to display the proper attitude to approach situations, thus providing their 
subordinates the correct perspective on events. 
(3) Stability. Stability is characterized as constancy of purpose, which further translates into reliability and 
dependability.  NCOs are expected to be steady, levelheaded under pressure and fatigue, and calm in the face of 
danger. 
 
C–5. The “Know” principle 
The “Know” principle of the Leadership Framework addresses an NCO’s competence, based on leadership skills 
progressively learned through training, experience, and mentoring. At each of the three levels of leadership (direct, 
organizational, and strategic) NCOs must constantly build their skills and competence, as well as that of their 
subordinates, to improve team performance. This prepares them to advance to positions of greater scope and 
responsibility.  This competence links an NCO’s character (knowing the right thing to do) with leadership (doing or 
influencing your people to do the right thing). Under the “Know” principle, skills are divided into four categories: 
interpersonal, conceptual, technical and, except at the strategic leadership level, tactical. 
a. Direct leadership level. Noncommissioned officers at the direct leadership level influence more soldiers 
individually than at any other level. These NCOs lead by example, train from experience, and maintain and enforce 
standards.  They must develop or learn those skills necessary to take care of their people and adapt to a changing 
world and military environment. 
(1) Interpersonal skills. These skills are known as the “people skills,” and are at the top of the list of skills an Army 
leader must “Know.” These skills—communicating, supervising, and counseling—are all closely related. It is nearly 
impossible to use one without using the others, and all support the leadership skill of team building. 
(a) Communicating. Communicating is transmitting information so that it is clearly understood, and is critical in 
getting soldiers to do what you want them to do, which is leadership in its most basic form. Communicating has four 
broad categories of speaking, reading, writing, and listening. It encompasses one and two-way communications, 
active listening, and nonverbal communications. 
(b) Supervising. Supervising is checking and rechecking but still maintaining a balance to develop trust in 
subordinates’ abilities. This balance works in conjunction with training subordinates to act independently to develop 
effective teams. 
(c) Counseling. Counseling is subordinate-centered and results in a plan of action for subordinates to take ownership 
of and use to improve their military skills. Counseling is a skill essential to effective mentoring, and is a key element 
of the important leadership duty to develop subordinates. 
(2) Conceptual skills. These skills include competence in handling ideas, thoughts, and concepts. They require the 
ability to think critically and to calculate and manage risk. Conceptual skills at the direct leadership level are 
categorized as critical reasoning, creative thinking, ethical reasoning and reflective thinking. 
(a) Critical reasoning. Critical reasoning helps you think through problems by thinking in depth, and considering a 
problem from more than one point of view. It helps you to better understand a given situation, and is a central aspect 
of decisionmaking. 
(b) Creative thinking. NCO leaders must often apply imagination to solve new problems, or to devise new solutions 
to old problems through creative thinking. They must use input from subordinates, their own experience, and 
knowledge and rely on intuition to formulate creative solutions to problems. 
(c) Ethical reasoning. NCOs use this skill to make the right decision for the right reasons. This is a process to define 
the problem, know the relevant rules, develop and evaluate courses of action, and choose the course that best 
represents Army values. Ethical reasoning is not a science, but rather an art that sometimes will not easily give an 
NCO the best answer. 
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(d) Reflective thinking. This skill requires NCOs to take information, assess it and apply it to behavior to explain 
why things did or did not go well. NCO leaders must be willing to change, which requires reflecting on what to do 
to sustain strengths and overcome weaknesses. 
(3) Technical skills. These skills involve things (equipment, weapons, and various operating systems) that NCO 
leaders must understand in-depth. 
(a) Knowing equipment. Direct NCO leaders must know their equipment, how it works, and how it operates. They 
must understand all the publications necessary to insure efficient and effective performance. These NCOs are the 
experts who are called upon to solve problems with their equipment. 
(b) Operating equipment. NCOs who can operate their equipment properly can insure their personnel also operate it 
correctly. They set the example by learning how new equipment works, how it operates, use it themselves, and train 
their subordinates in its use. 
(4) Tactical skills. Tactical skills enable direct level NCO leaders to use doctrine and fieldcraft to secure objectives 
through deployment and direction of soldiers and subordinate elements. The ultimate goal is to win battles and 
engagements. 
(a) Doctrine. Understanding doctrine helps NCOs comprehend the effects of combat on soldiers, make decisions 
when facing an enemy, and know the available resources needed to accomplish assigned missions. Doctrinal 
publications give NCO leaders information on the tactical skills that are essential to master the art and science of 
tactics. 
(b) Fieldcraft. Proficient fieldcraft insures the skills of soldiers to sustain themselves in the field will significantly 
contribute to reducing casualties. It is a basic responsibility of direct level NCOs to insure their soldiers know how 
to take care of themselves and provide them the means to do so. 
b. Organizational leadership level. NCO leaders at this level must exercise both direct and organizational leadership 
simultaneously. Building effective teams and using mentoring and empowerment to allow subordinates to execute 
their assigned responsibilities is paramount for success. NCOs must approach mission accomplishment from a 
systems perspective and consider the organizational imperatives of doctrine, training, leader development, 
organization, materiel, and soldiers (DTLOMS). 
(1) Interpersonal skills. Essential interpersonal skills for NCOs at the organizational level are similar to those of 
direct leaders but must be more sophisticated and encompass a greater understanding of the human psyche.   
(a) Understanding soldiers. Understanding the human dimension gives organizational leaders the ability to motivate 
subordinates and encourage initiative. This understanding allows them to extend their influence beyond what they 
can immediately and personally observe. 
(b) Communicating. Communicating at the organizational level requires not only close interaction with subordinates 
but includes dealing with other organizational leaders. Persuasion and an openness to work through controversy are 
skills that help NCO leaders to overcome resistance and build support at all levels. 
(c) Supervising. Organizations pay attention to things NCOs check; however, too much supervision can undermine 
trust and empowerment and create a climate of fear and/or resentment. NCO leaders need skills for different levels 
of supervision and know subordinates well enough to supervise at the appropriate level. 
(2) Conceptual skills. The importance of conceptual and analytical skills increases as organizational NCO leaders 
take on positions of greater responsibility. They must address problems that are more abstract, complex, and 
uncertain.  Critical thinking at the organizational level requires an understanding of systems and an ability to quickly 
filter information. 
(a) Establishing intent. By relaying the commander’s intent, NCO leaders highlight key tasks that support the 
mission and are the basis for subordinate leaders to exercise initiative when unanticipated opportunities or situations 
arise. These NCOs must visualize the sequence of activities that will move their organization from where it is to the 
commander’s desired end state, and they must express that sequence as simply and clearly as possible. 
(b) Filtering information. NCO leaders must communicate clearly to their subordinate units and leaders what 
information they require, and then, based on their broad perspective of the situation, experience, training and 
education, decide what is needed to make well informed and timely decisions. These key NCOs must understand 
their role in supporting the Commander’s Critical Information Requirements (CCIR) and use feedback systems to 
supervise 
execution of mission requirements. 
(c) Understanding systems. Organizational NCO leaders use a systems perspective to understand, analyze, fine-tune, 
and monitor the outcome of their systems. They must also understand how their system operations affect, and 
interact with, others outside their own organization. Understanding and leveraging systems increases an NCO 
leader’s ability to meet organizational goals and objectives. 
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(3) Technical skills. With greater responsibilities and to coordinate with other organizations, NCOs must remain 
proficient in direct level skills and master technical skills outside of their original areas of expertise. 
(a) Maintaining critical skills. Every organization has certain skills in which all members must maintain proficiency.  
NCO leaders retain expertise in certain direct leader skills used to assess tactical training and set the example for all 
organization members. 
(b) Resourcing. Organizational NCO leaders must employ the skill of resourcing time, equipment, facilities, 
budgets, and people to meet their goals. They must be able to evaluate objectives, anticipate resource requirements, 
and efficiently allocate resources to meet the organization’s requirements. 
(c) Predicting second and third order effects. The wide-ranging effects of decisions by organizational NCO leaders 
require sensitivity to how their actions, conscious or unconscious, affect the organization’s climate. The ability to 
understand and predict second and third order effects helps to assess the health of the organizational climate and 
provides constructive feedback to subordinates. 
(4) Tactical skills. NCO leaders at the organizational level use their direct leadership experience to build tactical 
skills in employing units of battalion size and larger. To meet these requirements, they must understand the skills of 
synchronization and orchestration. 
(a) Synchronization. Synchronization pertains to the tactical level of war. It involves arranging activities in time, 
space, and purpose to focus maximum relative military power at a decisive point in space and time. Synchronization 
may require coordinating activities for multiple engagements. 
(b) Orchestration. Orchestration is an operational activity at corps and higher level that applies the complementary 
and reinforcing effects of all military and nonmilitary assets to overwhelm opponents at one or more decisive points. 
c. Strategic Leadership Level. Strategic NCO leaders provide guidance and leadership at the highest levels of the 
Army. Because their influence is more indirect, and the consequences of their actions more delayed, additional skills 
must be developed and mastered. Strategic level NCOs, as institutional leaders, represent their organizations to 
soldiers, Army civilians, citizens and the media. Their decisions must have a future focus and consider factors such 
as Army budget constraints, Reserve Component (RC) issues, new systems acquisition, DA civilian programs, 
research and development, and interservice cooperation. 
(1) Interpersonal skills. The scope and responsibilities at the strategic level require NCO leaders to have highly 
sophisticated interpersonal skills. They have more people to deal with internally, and, externally, have more 
interactions with outside agencies, the media, and foreign government representatives. With self-control, knowledge 
of others and the use of networks, strategic level NCO leaders influence external events through leadership, 
information, and access to the right people and agencies. Interpersonal skills at this level are quite different from 
those at the direct and organizational levels. Early NCO leader skills are focused primarily on individual 
communication and development, and support systems to enhance those skills. At the strategic level, interpersonal 
skills are necessarily focused on large, target audiences. The skills showcase the NCO leader’s ability to persuade, 
convince, and achieve agreement with large internal staffs and outside organizations. These interpersonal skills 
consist of communicating, using dialogue, negotiating, achieving consensus, and building staffs. 
(2) Conceptual skills. NCO leaders at the strategic level must have the conceptual skills to comprehend national and 
theater strategies and deal with diversity, complexity, ambiguity, change, uncertainty, and conflicting policies. They 
must be able to determine what is important now, and what will be important in the future. Designing a vision for 
their organization through the skill of “envisioning” provides a sense of purpose, direction, and motivation for 
everyone in that organization. Coupling that vision with a “developed frame of reference” helps the strategic NCO 
leader identify information that is most critical to a strategic situation. NCO leaders at this level must also possess 
the ability to “deal with uncertainty and ambiguity,” which helps prepare them intellectually for a range of uncertain 
threats and scenarios. 
(3) Technical skills. Technical skills at the strategic level are broader in scope than those at the direct and 
organizational levels. Consisting of “strategic art,” “leveraging technology,” and “translating political goals into 
military objectives,” these skills require NCO leaders to apply their years of experience with a developed 
understanding of systems within their organizations to help turn abstract concepts into concrete actions. They must 
consider how their organization fits into the Department of Defense and international arena, how to apply emerging 
technology to improve their situation, and how to skillfully support the political goals of America’s leaders. 
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C–6. The “Do” principle 
The “Do” principle of the Leadership Framework pertains to the actions by NCO leaders at all leadership levels. As 
NCO leaders move to higher levels of leadership, their actions affect a broader target audience. Actions at all levels 
are divided into three main categories. 
• Influencing - making decisions, communicating those decisions, and motivating people. 
• Operating - the things you do to accomplish your organization’s immediate mission. 
• Improving - the things you do to increase the organization’s capability to accomplish current or future missions. 
a. Direct leadership level. Having the knowledge and skills only prepares an NCO to assume a leadership role.  
Using that knowledge and those skills to act tests the true measure of a leader. NCO leaders’ character and 
competence become evident when they “Do” those things required of a leader. Those actions say more about an 
NCO than anything else. 
(1) Influencing actions. NCO leaders create an infectious environment based on their optimism, positive outlook, 
and sense of humor. This is especially true when they must make unpopular decisions. Their ability to communicate, 
make decisions, and motivate will determine their success as NCO leaders. 
(a) Communicating. Keeping subordinates properly informed creates trust and allows them to perform their missions 
with a full understanding of the commander’s intent. Bottom up communication ensures the NCO leaders 
understand the situation in subordinate units and can make the right decisions. 
(b) Decisionmaking. NCO leaders must be able to know whether to decide, when and what to decide, and know if 
they understand the consequences of any decisions. Decisions are made to solve problems and involve the following 
problem solving steps: 

• Identify the problem. 
• Identify facts and assumptions. 
• Generate alternatives. 
• Analyze alternatives. 
• Compare the alternatives. 
• Make and execute your decision. 

(c) Motivating. NCO leaders must be able to use words and examples to give subordinates the will to accomplish 
their missions. Methods to motivate people include empowerment, positive reinforcement, and, when necessary, 
negative reinforcement. 
(2) Operating actions. Doing what is necessary to achieve an immediate objective or working to get the day’s job 
done requires operating actions by NCO leaders. The methodology used consists of planning and preparing, 
executing, and assessing. 
(a) Planning and preparing. Planning begins with a mission, and results in a proposal for executing a command 
decision or project. NCO leaders must be able to develop a plan beginning with a mission, specified or implied, or 
they may decide reverse planning is better suited to prepare a plan. As they plan, NCOs must insure their 
subordinates are preparing to execute the plan based on advance notice of the task and initial guidance. Rehearsal is 
necessary to bring all the elements of a plan together before final execution. 
(b) Executing. Acting to accomplish the mission, while maintaining standards, is the “pay off” for NCO leaders to 
achieve their commanders’ goals. The ultimate goal of all leaders should be to succeed in the unit’s wartime 
mission. 
(c) Assessing. NCOs learn by doing, but must be able to define what they have learned to benefit from the 
experience. This is done by assessing missions and actions during all phases of activity. Assessments must be 
performed with an eye always on the goals of the mission and the standards that must be maintained. They may be 
done as in process reviews (IPR) or after action reviews (AAR) or as leader assessments, which include a plan of 
action to correct weaknesses and sustain strengths. 
(3) Improving actions. A goal of all NCO leaders should be to leave their organization in better shape than it was 
when they arrived. Those actions taken to meet that goal are improving actions and are categorized as developing, 
building, and learning. 
(a) Developing. NCO leaders must develop their subordinates, who are the leaders of tomorrow’s Army, which will 
improve the Army as an institution. No role is more important for NCOs than leader development to insure their 
subordinates are prepared to assume leadership roles. NCO leaders must use institutional training, operational 
assignments, self-development, and mentoring, which includes developmental counseling, to develop the newest of 
the Army’s leaders, both commissioned and noncommissioned. 
(b) Building. NCO leaders who build tight, cohesive teams set up their units for success. Soldiers perform for each 
other, and good team building develops trust and positive “we can do anything” attitudes among team members.  
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Team building is based on effective training and involves three stages of development, formation, enrichment, and 
sustainment. 
(c) Learning. NCO leaders must use the experiences of everyone in their organization to learn how to improve the 
way their unit performs its missions. Effective NCOs challenge “old ways” of doing things, and look for new 
approaches using the latest equipment and technology. With the exception of certain safety issues, they must not 
allow a “zero defects” attitude to pervade their unit or to affect the actions of their subordinates. NCO leaders are the 
first line of defense against fear of mistakes, rigid or lockstep thinking, and mental laziness. They must ensure their 
organizations support a “learning environment.” 
b. Organizational leadership level. Actions by NCO leaders at the organizational level involve performing in a more 
complex environment. Their actions have far greater consequences for more people over a longer time than those of 
direct leaders. 
(1) Influencing actions. At the organizational level, NCO leaders must be involved in the activities of the staff and 
subordinate leaders to help move them toward the organization’s goals. Using communication, decisionmaking and 
motivation, they must reinforce the commander’s intent and concept, acquire and assess feedback, and be present to 
help inspire confidence and trust. 
(a) Communicating. Through self-assessment, NCO leaders must know their strengths and weaknesses in order to 
develop a leadership philosophy appropriate for their organization. They must know the purpose of the organization, 
and know their target audience when communicating. Knowing their commander, their subordinates, and their staff 
allows NCO leaders the ability to use the best method to communicate effectively. 
(b) Decisionmaking. At the organizational level of operations there is less detailed information for NCO leaders to 
use in the decisionmaking process. They must use the problem-preemption approach that requires thorough vision of 
the organization’s goals. At this level, NCO leaders must have the trust in their subordinates and staff to empower 
them to make decisions. 
(c) Motivating. Success at the organizational level requires NCO leaders to create and maintain an ethical and 
supportive climate that uses mistakes as learning opportunities. They must foster an atmosphere that encourages 
subordinates to share ideas and be willing to take risks, or “think outside the box” to get the job done well. 
(2) Operating actions. NCO leaders perform operating actions when they see, decide and act within their 
organizations.  They emphasize teamwork and cooperation as they oversee the operating process of 
planning/preparing, executing, and assessing. 
(a) Systems planning and preparing. NCO leaders must understand the systems planning process and preparation 
necessary to ensure training and operations receive the support needed to succeed. The systems planning process 
consists of seven steps: 

• Establish intent. 
• Set goals. 
• Determine objectives. 
• Determine tasks. 
• Establish priorities. 
• Prepare. 
• Follow-up. 

(b) Executing. Mission accomplishment is the ultimate goal for organization level NCO leaders. They must ensure 
forces, resources, training, and other support systems align with the mission requirement, and execution is done in 
line with the commander’s intent and will. 
(c) Assessing. Instinct and intuition based on experience and learning give the organization level NCO leader the 
ability to assess a situation accurately and reliably. This is necessary to help determine organizational weaknesses 
and prevent problems. 
(3) Improving actions. Today’s NCO leaders must take actions to make their organizations and subordinates better 
for future operations, even though the results of these actions may not be evident for years. This is done by ensuring 
goals that they establish include improving people and organizations. 
(a) Developing. NCO leaders must continually develop themselves and mentor their subordinates. At the 
organizational level they should design and integrate purposeful leader development programs into everyday 
training. These programs will have clearly defined goals and objectives. NCOs must also ensure they, and their 
subordinate leaders, conduct developmental counseling. 
(b) Building. Building involves combat power and teams, with the emphasis always on winning. NCO leaders help 
build combat power and ensure the organization is prepared for a variety of conditions and uncertainties. They do 
this through hard, continuous, and challenging training in peacetime, and meeting human needs, while task-
organizing resources and preparing for execution during wartime. The organizational NCO leaders work to create  
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individual and team ownership of the organization’s goals through training and information flow. Effective team 
building creates trust in leaders and subordinates. 
(c) Learning. Learning is continuous and occurs throughout the organization. NCO leaders must create and support 
an environment conducive to learning from theirs and others’ experiences. These NCOs set the tone for this sharing 
of experiences, drawing lessons from them and teaching those results throughout the organization. 
c. Strategic leadership level. Strategic level NCOs operate at the highest levels of the Army. They must think and 
operate always in terms of strategic systems over an extended period of time. By their example, strategic level NCO 
leaders tell the Army story through example, and play a significant role in shaping the Army culture to influence the 
force and its partners inside and outside the United States. They improve the Army by developing their successors 
and leading needed changes in the force. 
(1) Influencing actions. As they do at the direct and organizational levels, NCO leaders at strategic level of 
operations use “communicating”, “decisionmaking,” and “motivating” to influence their organizations and their 
people.  However, these actions also affect the diverse and complex environment outside their organizations. 
Communicating often involves sharing a vision and exhibiting commitment to it. This action results in motivation 
among those within the organization to support that vision whole-heartedly and supports the decisionmaking 
process. 
(2) Operating actions. Strategic level “planning,” executing,” and “assessing,” as operating actions for NCO leaders, 
are nearly continuous, more so than at any other leadership level. NCO leaders must always be thinking of the 
future, as one mission moves right into another in planning, preparing, executing, or assessing, often with multiple 
missions running simultaneously, and at different stages. The large span of control at the strategic level requires 
balancing the many demands, assessing the environment and organization throughout the missions, and deciding 
what will be done, based on the availability of resources. 
(3) Improving actions. Actions taken by strategic level NCOs focus on investment for the long haul to help their 
organization for tomorrow. A goal for NCOs at that level must be to leave the organization, and the Army, better 
than they found it. However, the current needs cannot be ignored, and that often requires a tradeoff between what is 
currently needed, and what will be needed in the future. NCO leaders help set the conditions for long-term success 
of their organization by developing subordinates, particularly through mentoring and institutional programs. They 
are also major contributors in their commanders’ plans to build organizational teams and culture to meet constant 
change. These NCOs are key supporters in the notion of the Army being a “learning organization.” Through 
continued self development, and learning from others’ experience, NCO leaders play a major role in sustaining a 
learning culture within their organizations 
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DEVELOPMENTAL COUNSELING FORM 
For use of this form see FM 22-100. 

DATA REQUIRED BY THE PRIVACY ACT OF 1974 
AUTHORITY: 5 USC 301, Departmental Regulations; 10 USC 3013, Secretary of the Army and E.O. 9397 (SSN) 
PRINCIPAL PURPOSE: To assist leaders in conducting and recording counseling data pertaining to subordinates. 
ROUTINE USES: For subordinate leader development IAW FM 22-100.  Leaders should use this form as necessary. 
DISCLOSURE:  Disclosure is voluntary. 

PART I - ADMINISTRATIVE DATA 
Name (Last, First, MI) 
. 

Rank / Grade 
 

Social Security No. 
 

Date of 
Counseling 
 

Organization 
 

Name and Title of Counselor 
 

PART II - BACKGROUND INFORMATION 
Purpose of Counseling:  (Leader states the reason for the counseling, e.g. Performance/Professional or Event-Oriented counseling and 
includes the leaders facts and observations prior to the counseling): 
 
 
 
 
 
 

PART III - SUMMARY OF COUNSELING  
Complete this section during or immediately subsequent to counseling. 

Key Points of Discussion: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

OTHER INSTRUCTIONS 
This form will be destroyed upon: reassignment (other than rehabilitative transfers), separation at ETS, or upon retirement.  For separation 

requirements and notification of loss of benefits/consequences see local directives and AR 635-200. 
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Plan of Action:  (Outlines actions that the subordinate will do after the counseling session to reach the agreed upon goal(s).  The actions 
must be specific enough to modify or maintain the subordinate’s behavior and include a specific time line for implementation and 
assessment (Part IV below): 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Session Closing:  (The leader summarizes the key points of the session and checks if the subordinate understands the plan of action.  
The subordinate agrees/disagrees and provides remarks if appropriate):   
 
Individual counseled:           I agree / disagree with the information above  
 
 Individual counseled remarks: 
 
Signature of Individual Counseled:                                                                   Date:                              . 
 

Leader Responsibilities:  (Leader’s responsibilities in implementing the plan of action): 
 
 
 
 
 
 
 
Signature of Counselor:                                                                                      Date:                             .  

PART IV - ASSESSMENT OF THE PLAN OF ACTION 
Assessment:  (Did the plan of action achieve the desired results?  This section is completed by both the leader and the individual 
counseled and provides useful information for follow-up counseling): 
 
 

 

 

 

 

 

 

Counselor:   Individual Counseled:   Date of Assessment:                                                         
 

Note:  Both the counselor and the individual counseled should retain a record of the counseling. 
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 This Student Handout is an Observer’s Checklist used to evaluate PE-2, Situations 

1 thru 5. 
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Observer’s Worksheet for use with Practical Exercise 2, (SH-5 Situations) 
 
Instructions:  Rate the counselor on the items below using the scale provided. 
 

0  1  2  3  4  5 
�  �  �  �  �  � 

Not at all            Poor          Marginal       Satisfactory Very good        Excellent  
 
1.  Components of the Counseling Session: 
 
 A.  Open the session. ____________ 
Stated the purpose of the session and established a subordinate-centered tone. 
 
 
 B.  Discuss the issue. ____________ 
Developed a mutual understanding of the situation.  
 
 
 C.  Develop a plan of action.    ____________ 
Jointly identified actions to either solve problem, improve performance, or achieve goals.  
 
 
 D.  Close the session. ____________ 
Summarized key points, checked acceptance of plan of action, established follow-up measures. 
 
 
2.  Leader Counseling Skills 
 
 A.  Active Listening ____________ 
Gave full attention to subordinate, maintained appropriate eye contact and made 
appropriate gestures. 
 
 
 B.  Responding  ____________ 
Checked understanding by paraphrasing or summarizing.   
 
 
 C.  Questioning ____________ 
Asked open-ended questions to gain information or provoke thought. 
 
 
Total Score: .................................................................................... ____________ 
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3.  Comments should be provided on each component of the counseling session and leader 
counseling skills listed on the front side of the form. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Overall strengths of the counseling session: 
 
 
 
 
 
 
 
Areas where improvement is needed: 
 
 
 
 
 
 
 
 
 
Name of Counselor:  _______________   Signature: _______________   Date: _______ 
 
Name of Observer:  ________________   Signature: _______________   Date: _______ 
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This Student 
Handout 
Contains 

This student handout contains 20 pages of extracted material from the following 
publication: 
 
FM 7-22.7, The Army Noncommissioned Officer Guide, 23 December 2002 

 
 
 Description Page Number 
 
 Chapter 5 5-1 thru 5-20 
 
 DISCLAIMER:  The developer downloaded this extract from the U.S. Army Publishing 

Agency Home Page.  The text may contain passive voice, misspelling, grammatical 
errors, etc., and may not be in compliance with the Army Writing Style Program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY, TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL SUBJECT YOU TO 
PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO RECOVER 
PRINTING COST. 
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Chapter 5 
 

Counseling and Mentorship 
 

We have the best doctrine, the best training and the best 
equipment in the world – but our people are the Army’s greatest 
resource 
 
 
        Page 
Leader’s Responsibility......................................................….... 5-3 
Effective Army Counseling Program........................................ 5-5 
The Counseling Process................................................……….. 5-6 
Assess the Plan of Action...............................................………. 5-7 
Types of Developmental Counseling ....................................…. 5-7 
Event-Oriented Counseling................................................…… 5-7 
Counseling for Specific Instances.....................................……. 5-7 
Performance and Professional Growth Counseling........……. 5-10 
The Counseling Session .......................................................….. 5-13 
Mentorship ............................................................................….. 5-16 
Developmental Relationship ...........................................……… 5-16 
Sustain Mentorship............................................................…….. 5-17 
NCO Mentorship of Officers.............................................…….. 5-18 
Mentorship Builds the Future ...........................................……. 5-19 
 
 

5-1 
 
FM 7-22.7 
 
For more information on Counseling and Mentorship see FM 6-22 (22- 
100) Army Leadership, Appendix C, Counseling; The Army Leadership 
Homepage, www.leadership.army.mil; and the Army Counseling 
Homepage, www.counseling.army.mil. 
 
For more information on the NCO Evaluation System, see AR 623-205, 
“Noncommissioned Officer Evaluation Reporting System,” 15 May 2002. 
 
For more information on mentorship, see DA PAM 600-XX, “Army 
Mentorship,” TBP. 
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5-1. At the time of the American Revolution, European armies were held 
together by the most severe discipline. Enlistments in Europe and England 
were often as long as twenty-five years, pay was very low and punishments 
were cruel by today’s standards. To reduce desertion and motivate troops for 
battle, the threat of flogging, even death, was held over soldier’s heads. 
Frederick the Great of Prussia set the tone of the period with his view that 
soldiers should be more afraid of their NCOs then the enemy. From the 
founding of the Continental Army , the European tradition of harsh discipline 
was rejected. Friedrich von Steuben, the Army’s first trainer and himself a 
product of the old Prussian tradition, quickly came to understand that it would 
take more than threats to get American recruits to perform well on the 
battlefield. General George Washington agreed and together, both leaders 
recognized that the American soldier was an individual citizen, not an 
interchangeable commodity. Citizen-soldiers would have to be led, inspired 
and disciplined by reason, creating the need to counsel. 
 
5-2. To best understand the value of counseling it is best to first understand its 
definition. Counseling is a type of communication that leaders use to empower 
soldiers to achieve goals. It is much more than providing feedback or 
direction. It is communication aimed at developing a soldier’s ability to 
achieve individual and unit goals. Soldiers want to be counseled and will 
respond to counseling because they want to know what it takes to be 
successful in today’s Army. Regardless of your leadership position, your 
soldiers see you as successful simply because you have achieved the level they 
are striving to accomplish. Leaders must provide each of their soldiers with the 
best possible road map to success. Today’s leadership doctrine incorporates 
this definition in subordinate-centered communication, which leads to the 
achievement of individual and unit goals. 
 
LEADER’S RESPONSIBILITY 
 
5-3. Today’s Army demands effective counseling. Due to the complexity of 
equipment, diversity of personnel and organizational structure, we have unique 
challenges. To overcome these problems, a leader has talent, experience and 
the desire to succeed. Leaders help soldiers solve their problems by guiding 
them to a workable solution through effective counseling. Counseling is so 
important it should be on the training schedule to ensure sufficient time is 
available to do it. 
 
5-4. The Army’s values of Loyalty, Duty and Selfless Service require us to 
counsel. The Army’s values of Honor, Integrity and Personal Courage also 
require us to give straightforward feedback and the Army’s value of Respect 
requires us to find the best way to communicate that feedback. 
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5-5. Leaders conduct counseling to develop soldiers to achieve personal, 
professional development and organizational goals, and to prepare them for 
increased responsibilities. Leaders are responsible for developing their 
soldiers. Unit readiness and mission accomplishment depend on every 
member’s ability to perform to established standards. Supervisors must 
develop their subordinates through teaching, coaching and counseling. Leaders 
coach soldiers the same way any sports coach improves their team: by 
identifying weaknesses, setting goals, developing and implementing a plan of 
action and providing oversight and motivation throughout the process. To be 
effective coaches, leaders must thoroughly understand the strengths, 
weaknesses and professional goals of their soldiers. 
 
“In developmental counseling, it’s a matter of sitting the soldier down and 
telling him not only how well he did over the last thirty days, but also of 
telling the soldier how he or she can improve their performance and then 
looking deeper down the road.” 

CSM Anthony Williams 
 
5-6. Leaders counsel because it is their duty and the primary tool in developing 
future leaders. For their counseling to be effective they must be honest and 
have the personal courage to give straightforward feedback. Through respect 
for the individual, leaders find the best way to communicate that guidance. 
Senior NCOs should develop the counseling skills of their subordinate leaders. 
One way to do this is for the senior NCO to sit in on a counseling session, 
perhaps a reception and integration counseling, and then do an AAR with the 
junior NCO. 
 
 
�� Purpose: Clearly define the purpose of the counseling. 
�� Flexibility: Fit the counseling style to the character of each soldier and 
to the relationship desired. 
�� Respect: View soldiers as unique, complex individuals, each with their 
own sets of values, beliefs and attitudes. 
�� Communication: Establish open, two-way communication with soldiers 
using spoken language, nonverbal actions, gestures and body 
language. Effective counselors listen more than they speak. 
�� Support: Encourage soldiers through actions while guiding them 
through their problems. 
�� Motivation: Get every soldier to actively participate in counseling and 
understand its value. 

 
Figure 5-1. Characteristics of Effective Counseling 

 
5-7. Some soldiers may perceive counseling as an adverse action. Effective 
leaders who counsel properly and regularly can change that perception. 
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Leaders conduct counseling to help soldiers become better members of the 
team, maintain or improve performance and prepare for the future. No easy 
answers exist for exactly what to do in all leadership and counseling situations. 
However, to conduct effective counseling, leaders should develop a counseling 
style with the characteristics listed in Figure 5-1. 
 
“You also must ensure the session is not done in a threatening manner. 
Nothing will destroy communications faster than if the soldier thinks there 
will be negative consequences to that conversation.” 

CSM Daniel E. Wright 
 
EFFECTIVE ARMY COUNSELING PROGRAM 
 
5-8. Four elements are essential to the creation of an effective counseling 
program: 
 
�� Education and Training : Institutional and in units, through 
mentorship and self-development. The Army must first provide a 
base line of education to its soldiers to “show what right looks like.” 
The Noncommissioned Officer Education System (NCOES) has the 
primary responsibility to educate the NCO Corps on counseling. 
However, NCOES cannot accomplish this alone. Unit NCO 
Development Programs can and must conduct training workshops to 
provide that base of education of what right looks like to our junior 
leaders. 
 
�� Experience: Learn by doing coupled with guidance from more senior 
leaders. After initial education and training, all leaders must put their 
skills to use. NCOs must practice counseling while at the same time 
receiving guidance and mentoring on how to improve counseling 
techniques. 
 
�� Continued support from both the Army and leaders: The Army’s 
Counseling Website (www.counseling.army.mil), FM 6-22 (22-100), 
Appendix B and C and leaders (through spot checks and random 
monitoring of counseling sessions) provide the necessary support and 
critiques that will improve a young leader’s counseling skills. 
 
�� Enforcement: Once NCOs have the tools (both education and 
support) necessary for quality counseling, leaders must hold them 
accountable to ensure acceptable counseling standards for both 
frequency and content. This is accomplished through some type of 
compliance program on unit inspections. 
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THE COUNSELING PROCESS 
 
5-9. Effective leaders use the counseling process. It consists of four stages: 
�� Identify the need for counseling. 
�� Prepare for counseling. 
�� Conduct counseling. 
�� Follow-up. 
 
“Listen to what soldiers have to say- they’ll tell you everything if you listen 
openly. Criticize and they’ll clam up. Ask what isn’t working about programs 
even if company statistics indicate that they are running well. Soldier 
comments often provide insight into ways to improve things to save time and 
make things more meaningful.” 

COL David Reaney 
 

 
Leaders must demonstrate certain The Counseling Process: 
qualities to counsel effectively: 1. Identify the need for counseling. 
�� Respect for soldiers. 2. Prepare for counseling: 
�� Self and cultural awareness. ���Select a suitable place. 
�� Credibility. ���Schedule the time. 
�� Empathy. ���Notify the counselee well 
Leaders must possess certain     in advance. 
counseling skills: ���Organize information. 
�� Active listening. ���Outline the components 
�� Responding.      of the counseling 
�� Questioning.      session. 
Effective leaders avoid common ���Plan counseling strategy. 
counseling mistakes. Leaders should ���Establish the right 
avoid the influence of:     atmosphere. 
�� Personal bias. 3. Conduct the counseling 
�� Rash judgments. session: 
�� Stereotyping. ���Open the session. 
�� The loss of emotional ���Discuss the issue. 
control. ���Develop a plan of action 
�� Inflexible methods of      (to include the leader’s 
counseling.      responsibilities). 
�� Improper follow-up. ���Record and Close the 
       session. 
  4. Follow-up. 
  ���Support Plan of Action 
      Implementation. 
  ���Assess Plan of Action. 
 
 

Figure 5-2. Major Aspects of Counseling Process 
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ASSESS THE PLAN OF ACTION 
5-10. The purpose of counseling is to develop soldiers who are better able to 
achieve personal, professional and organizational goals. During the 
assessment, review the plan of action with the soldier to determine if the 
desired results were achieved. The leader and soldier should schedule future 
follow-up counseling sessions. Figure 5-2 summarizes the major aspects of the 
counseling process. Additional information on counseling is in Appendix C of 
FM 6-22 (22-100) and on the Army Counseling Homepage 
(www.counseling.army.mil). 
 
“Nothing will ever replace one person looking another in the eyes and telling 
the soldier his strengths and weaknesses. [Counseling] charts a path to 
success and diverts soldiers from heading down the wrong road.” 
 

SGM Randolph S. Hollingsworth 
 
TYPES OF DEVELOPMENTAL COUNSELING 
 
5-11. You can often categorize developmental counseling based on the topic of 
the session. The two major categories of counseling are event-oriented and 
performance and professional growth. 
 
EVENT-ORIENTED COUNSELING 
 
5-12. Event-oriented counseling involves a specific event or situation. It may 
precede events, such as going to a promotion board or attending a school; or it 
may follow events, such as a noteworthy duty performance, a problem with 
performance or mission accomplishment, or a personal problem. Examples of 
event-oriented counseling include, but are not limited to these types: 
 
�� Specific instances of superior or substandard performance. 
�� Reception and integration counseling. 
�� Crisis counseling. 
�� Referral counseling. 
�� Promotion counseling. 
�� Separation counseling. 
 
COUNSELING FOR SPECIFIC INSTANCES 
 
5-13. Sometimes counseling is tied to specific instances of superior or 
substandard duty performance. For example, you tell your soldier whether or 
not the performance met the standard and what the soldier did right or wrong. 
The key to successful counseling for specific performance is to conduct the 
counseling session as close to the time of the event as possible. 
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5-14. When counseling a soldier for specific performance take the following 
actions: 

�� Tell the soldier the purpose of the counseling, what was expected and 
how they failed to meet the standard. 

�� Address the specific unacceptable behavior or action, not the person’s 
character. 

�� Tell the soldier the effect of the performance on the rest of the unit. 
�� Actively listen to the soldier’s response. 
�� Remain unemotional. 
�� Teach the soldier how to meet the standard. 
�� Be prepared to do some personal counseling since the lack of 

performance may be related to or the result of a personal problem. 
�� Explain to the soldier what will be done to improve performance (plan 

of action). Identify your responsibilities in implementing the plan of 
action. 

�� Continue to assess and follow-up on the soldier’s progress. Adjust the 
plan of action as necessary. 

 
Reception and Integration Counseling 
 
5-15. Leaders must counsel new team members when they report in. Reception 
and integration counseling serves two purposes: First, it identifies and helps 
fix any problems or concerns that new members have, especially any issues 
resulting from the new duty assignment. Second, it lets them know the unit 
standards and how they fit into the team. Reception and integration counseling 
starts the team building process and lets the soldier know the leadership cares. 
Reception and integration counseling clarifies job titles and it sends the 
message that the chain of command cares. Reception and integration 
counseling should begin immediately upon arrival so new team members can 
quickly become integrated into the organization. Figure 5-3 gives some 
possible discussion points. 
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�� Unit standards. 
�� Chain of command. 
�� NCO support channel (who and how used). 
�� On and off duty conduct. 
�� Personnel/personal affairs/initial clothing issue. 
�� Unit history, organization and mission. 
�� Soldier programs within the unit, such as soldier of the 
month/quarter/year and Audie Murphy and Sergeant Morales Board. 
�� Off limits and danger areas. 
�� Functions and locations of support activities. 
�� On and off post recreational, educational, cultural and historical 
opportunities. 
�� Foreign nation or host nation orientation. 
�� Other areas the individual should be aware of, as determined by the 
rater. 

 
 

Figure 5-3. Reception and Integration Counseling Points 
 
Crisis Counseling 
 
5-16. You may conduct crisis counseling to get a soldier through the initial 
shock after receiving negative news, such as notification of the death of a 
loved one. You help the soldier by listening and providing assistance, as 
appropriate. Assistance may include referring the soldier to a support activity 
or coordinating external agency support. Crisis counseling focuses on the 
soldier’s immediate, short-term needs. 
 
Referral Counseling 
 
5-17. Referral counseling helps soldiers work through a personal situation and 
may follow crisis counseling. Referral counseling also acts as preventative 
counseling before the situation becomes a problem. Usually, the leader assists 
the soldier in identifying the problem. 
 
5-18. Outside agencies can help leaders resolve problems. Although it is 
generally in an individual’s best interest to seek help first from his first line 
leader, leaders must always respect an individual’s right to contact these 
agencies on their own. Leaders can refer the soldier to the appropriate 
resource, such as Army Community Services, a Chaplain, or a substance abuse 
counselor. Additional information on support activities can be found in 
Appendix B, Army Programs or in FM 6-22 (22-100), Appendix C. 
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 [Helping] soldiers cope with personal problems...means more than referring 
the soldier to another person- the chaplain, a doctor, or counselor. Until the 
problem is resolved, you have a soldier with a problem in your unit, so it’s 
your problem.... Let your soldiers know what you’re doing to help them solve 
their problems. 

FM 22-600-20, The Army Noncommissioned Officer Guide, 1980 
 
Promotion Counseling 
 
5-19. Commanders or their designated representatives must conduct promotion 
counseling for all specialists, corporals and sergeants who are eligible for 
advancement without waiver, but are not recommended for promotion to the 
next higher grade. Army regulations require that soldiers within this category 
receive initial (event-oriented) counseling when they attain full eligibility and 
then periodic (performance and personal growth) counseling at least quarterly. 
 
Adverse Separation Counseling 
 
5-20. Adverse separation counseling may involve informing the soldier of the 
administrative actions available to the commander in the event substandard 
performance continues and of the consequences associated with those 
administrative actions. (See AR 635-200, Chapter 1, paragraph 1-16 and 
Chapter 17.) 
 
5-21. Developmental counseling may not apply when a soldier has engaged in 
more serious acts of misconduct. In those situations, the leader should refer the 
matter to the commander and the servicing staff judge advocate’s office. When 
the leader’s rehabilitative efforts fail, counseling with a view towards 
separation fills an administrative prerequisite to many administrative 
discharges and serves as a final warning to the soldier to improve performance 
or face discharge. In many cases, it may be beneficial to involve the chain of 
command as soon as you determine that adverse separation counseling might 
be required. The first sergeant or commander should inform the soldier of the 
notification requirements outlined in AR 635-200. 
 
PERFORMANCE AND PROFESSIONAL GROWTH COUNSELING 
Performance Counseling 
 
5-22. During performance counseling, the leader conducts a review of the 
soldier’s duty performance during the previous quarter. The leader and soldier 
jointly establish performance objectives and standards for the next quarter. 
Rather than dwelling on the past, leaders should focus the session on the 
soldier’s strengths, areas needing improvement and potential. 
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Performance counseling informs soldiers about their jobs and the expected 
performance standards and provides feedback on actual performance -- the best 
counseling is always looking forward. It does not dwell on the past and what was 
done, rather on the future and what can be done better. 
DA Pam 623-205, “The NCO Evaluation Reporting System ‘In Brief,’” 1988 
 
5-23. Performance counseling is required for noncommissioned officers; 
mandatory, face-to-face performance counseling between the rater and the 
rated NCO is required under the NCOER system. 
 
5-24. Performance counseling at the beginning of and during the evaluation 
period facilitates a soldier's involvement in the evaluation process. 
Performance counseling communicates standards and is an opportunity for 
leaders to establish and clarify the expected values, attributes, skills and 
actions. 
 
5-25. As an Army leader, you must ensure you've tied your expectations to 
performance objectives and appropriate standards. You must establish 
standards that your soldiers can work towards and must teach them how 
to achieve those standards if they are to develop. 
 
The NCO Evaluation Report 
 
5-26. The Noncommissioned Officer Evaluation Reporting System (NCOERS) 
is designed to – 
�� Strengthen the ability of the NCO Corps to meet the professional challenges 
of the future through the indoctrination of Army values and basic NCO 
responsibilities. The continued use of Army values and NCO responsibilities 
as evaluation criteria provides and reinforces a professional focus for the 
rating chain’s view of performance. Over time, this results in acceptance of 
the values and NCO responsibilities, better performance and a stronger NCO 
Corps. 
�� Ensure the selection of the best qualified noncommissioned officers to serve 
in positions of increasing responsibility by providing rating chain view of 
performance/potential for use in centralized selection, assignment and other 
Enlisted Personnel Management System (EPMS) decisions. The information 
in evaluation reports, the Army’s needs and the individual NCO’s 
qualifications are used together as a basis for such personnel actions as 
school selection, promotion, assignment, military occupational specialty 
(MOS) classification, command sergeant major (CSM) designation and 
qualitative management. 
�� Contribute to Army-wide improved performance and professional 
development by increased emphasis on performance counseling. Evaluation 
reports provide the NCO formal recognition for performance of duty, 
measurement of professional values and personal traits and along with the 
NCO Counseling Checklist/Records are the basis for performance counseling 
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by rating officials. Senior/subordinate communication is necessary to 
maintain high professional standards and is key to an effective evaluation 
system. 
 
5-27. To ensure that sound personnel management decisions can be made and 
that an NCO’s potential can be fully developed, evaluation reports must be 
accurate and complete. Each report must be a thoughtful, fair appraisal of an 
NCO’s ability and potential. Reports that are incomplete or fail to provide a 
realistic and objective evaluation make personnel management decisions 
difficult. 
 
5-28. A single report should not, by itself, determine an NCO’s career. An 
appraisal philosophy that recognizes continuous professional development and 
growth (rather than one that demands immediate, uncompromising perfection) 
best serves the Army and the NCO. 
 
Professional Growth Counseling 
 
5-29. Professional growth counseling is subordinate-centered communication 
that outlines actions necessary for soldiers to achieve individual and 
organizational goals and objectives. It is imperative for all leaders to conduct 
professional growth counseling with their soldiers to develop the leaders of 
tomorrow. 
 
5-30. Professional growth counseling begins an initial counseling within 30 
days of arrival. Additional counseling occurs quarterly thereafter with an 
assessment at a minimum of once a month. Counseling is a continuous 
process. Reception/Integration/Initial counseling must include 
goals/expectations for most current quarter along with long term goals and 
expectations. 
 
5-31. During the counseling session a review is conducted jointly by the leader 
and soldier to identify and discuss the soldier's strengths/weaknesses and to 
create a plan of action to build upon strengths and overcome weaknesses. The 
leader must encourage, remain objective/positive, assist the soldier help 
himself and focus more towards the future. This future-oriented approach 
establishes short and long-term goals and objectives. 
 
5-32. FM 6-22 (22-100), Appendix B, provides the necessary tools for the 
soldier to do a self-assessment based on performance indicators outlined in the 
leadership dimension. This self-assessment will assist soldiers in identifying 
their weaknesses and strengths and provide a means of improving their 
leadership abilities/skills. All leaders should use the performance indicators in 
FM 6-22 (22-100), Appendix B, as an assessment tool when counseling their 
soldiers. This will assist them in providing specific, precise and objective 
guidance to their soldiers. 
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THE COUNSELING SESSION 
 
This is an example of a Performance/Professional Growth counseling 
session presented in four parts. It shows disagreement between the 
leader and led on the leadership assessment. This makes the counseling 
session difficult for both at first (each is a little defensive). SFC Lang has 
difficulty getting SSG Rovero to do an honest self-appraisal of his 
performance. The strategy in this situation is to provide SSG Rovero 
with clear examples of his leader behavior along with the adverse effects 
it is having on the soldiers and the unit. 
 
SFC LANG: Come in. 
SSG ROVERO: Sorry I’m late, SFC Lang. I got tied up on a job that’s been 
running late. 
SFC LANG: Have a seat SSG Rovero and lets get started. Do you have your 
self-assessment with you? [This reinforces the expectation that all leaders will 
prepare a self-assessment prior to developmental counseling. This also is a 
good technique to try in order to get the subordinate leader to start with most of 
the talking] 
SSG ROVERO: I have it here somewhere. Yes here it is. You know, SFC Lang, 
after I finished reading my self-assessment, I realized, hey, I’m pretty good! 
SFC LANG: You want to know the truth? You are pretty good, but… [Here, the 
leader is trying to reinforce and recognize good performance even though it’s 
clear the leader is not satisfied with some other aspects of the subordinate 
leader’s performance] 
SSG ROVERO: Thanks. But? 
SFC LANG: Well, like you said; you always seem to be running late on jobs. 
SSG ROVERO: Well, some of the guys have been goofing off lately and I just 
haven’t been able to get them back in line yet, that’s all. [There can be a 
tendency to place blame or identify causal factors that may or may not be 
beyond the control of the subordinate leader] 
SFC LANG: Well that’s why we’re here. 
SSG ROVERO: What do you mean? [The leader can expect that some 
subordinates will be pretty defensive when it comes to leadership assessment. 
It will be viewed by some as threatening] 
SFC LANG: I thought we went over this last week when we set up this meeting. 
What’d I say then? 
SSG ROVERO: Something about assessing my leadership strengths; areas I 
can improve in… 
SFC LANG: That’s part of it. The focus is on developing your leadership. 
SSG ROVERO: That’s funny, Sergeant. I was a squared away NCO until I got 
here. Now, all of a sudden I’ve got all this stuff to improve on. [Initially, leaders 
can expect to have many soldiers who have never received feedback on their 
leadership. As developmental counseling becomes ingrained in the Army, more 
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soldiers will be comfortable and familiar with leadership assessment and 
development] 
SFC LANG: Well, leadership is a bigger part of your job now. Leadership 
responsibilities increase as you move up in the ranks. You’ve got a lot of 
attributes in your favor. Like I said, you have very good technical skills, but… 
[Again, the leader reinforces the good performance while still trying to get the 
subordinate leader to admit and ‘own up’ to the shortcomings that need 
improvement] 
 
SSG ROVERO: I run a good shop. Our supply room is always stocked – 
nobody ever has to borrow a tool from another company. And I go to bat for my 
soldiers. Like when Hennessey needed time to take care of some family 

mentioned she has concerns with SSG Rovero’s leadership. She wants SSG 

and checking up on each job, we’d have a better OR rate. Plus we might be 

 

 

 

business. I helped him with that. Right? Isn’t that leadership? 
SFC LANG: Yes, but that’s not the whole story… [SFC Lang has already 

Rovero to tell his side of the story and complete his self-assessment. Does he 
think everything is going well?] 
SSG ROVERO: Well, okay, maybe things in the shop aren't going as smoothly 
as they should be. And maybe it is my fault, but… 
 
SSG Rovero realizes he could make some improvements in some areas. 
 
SFC LANG: The way I see it, you act like you’re still a mechanic instead of a 
supervisor. Every time I walk through the bays you’re under some vehicle 
turning wrenches. But while you’re doing that, who’s making sure all the jobs in 
the shop are getting done? Sometimes these young mechanics we’ve got are 
just spinning their wheels. Maybe if you spent more time making the rounds 

able to get out of here at a decent hour. [SFC Lang knew this would probably 
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be a sore spot with SSG Rovero. But, this is what the supervisor is observing 
along with the general effect it is having on soldiers and the unit] 
SSG ROVERO: I don’t think that is what’s really happening. 

couldn’t figure out what was causing the problem. Meanwhile, you’re over with 

assessing is part of her daily activity around the motor pool. Specific 

than tells him the outcome to promote ownership] 

plan development is a joint activity. The leader should refrain from prescribing 

SSG ROVERO: I know I need to learn how to delegate tasks. I could prioritize 

SFC LANG: OK, I’ve got several observations here; let’s take yesterday for 
example. We had three HMMWVs deadlined with electrical problems. Those 
new soldiers, Harris, Jones and Wilson, worked on them all day and still 

another HMMWV changing tires. [SFC Lang did her homework. Observing and 

observations of leader behavior along with the effects they are having on 
individuals, the unit and operational outcomes are key prerequisites to 
developmental activities] 
SSG ROVERO: Somebody had to do it. 
SFC LANG: And are the HWMMVs up? [Links behavior to outcomes] 
SSG ROVERO: We’re working on it. 
SFC LANG: And when did everybody finish and leave last night? [Again this 
question links leader behavior to outcomes. SFC Lang asks SSG Rovero rather 

SSG ROVERO: About twenty-one hundred. 
SFC LANG: We have to agree on what’s happening here. 
SSG ROVERO: Maybe you’re right, Sergeant. I need to work on my 
organizational skills. I’m not comfortable walking around with a list of jobs and 
checking up on people. I’d rather do it myself. [It appears as though SFC 
Lang’s detailed assessment resulted in SSG Rovero becoming a little more 
honest with himself. Given that SFC Lang also evaluates SSG Rovero, leaders 
can expect that soldiers might hesitate to admit to shortcomings] 
SFC LANG: I understand, but leaders have to learn how to assign tasks and 
supervise. That’s the only way our soldier’s will learn. 
SSG ROVERO: OK, Sergeant. 
 
Once they both agree on the assessment, both SFC Lang and SSG Rovero 
visibly relax. From this point on, the tone of the counseling session turns 
visibly positive and developmental as they talk about ways to improve 
SSG Rovero’s performance. 
 
SFC LANG: So what could you do to improve your leadership skills? [Action 

developmental tasks unless the subordinate has no clue what to do or where to 
begin. Having the soldier identify the developmental task also promotes 
ownership and additional motivation to follow through] 

the work that needs to be done and assign jobs based on experience. That way 
I could spend more time training and supervising my more inexperienced 
soldiers. [This reinforces the concept that leaders should solicit the input of 
their soldiers and peers and include them in the decision-making process] 
SFC LANG: Sounds like you have a good plan. Remember, all your soldiers 
need your supervision. [SFC Lang is making a subtle correction here to put a 
little more structure into this developmental plan.] 
SSG ROVERO: Thanks for your help, Sergeant. 
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MENTORSHIP 

counseling and leadership. To best understand mentorship, it is best to first 

“The experiences of the mentor when shared gives the soldier a comparative 
view to allow the soldier to develop and grow. The mentor is the sage old owl 

“mentoring” is often used to describe a wide array of actions that outside of a 

counseling, teaching, coaching, role modeling, advising and guiding. 

devote the necessary time and attention to guiding them. Mentoring can take 

we need mentorship? When those mandated leader development actions occur 

mentoring relationship. Simply put good leadership stimulates development; 

 

 
5-33. Mentorship, probably the singular most misunderstood word surrounding 

define it. Mentorship is a voluntary, developmental relationship that exists 
between a person of greater experience and a person of lesser experience. 
Mentorship is not just a fancy buzzword. It is a proven approach and a 
valuable tool for NCO leaders. 
 

who has been there and done that and uses the experience to counsel wisely 
that young soldier.” 

CSM A. Frank Lever, III 
 
5-34. Note that no specific action is exclusively “mentoring.” In fact, the term 

mentorship relationship refer to the core of leader development such as 

 
To be an effective mentor, you need the experience and wisdom of your years. 
You also have to care. If you really care about your soldiers, then you will 

place anywhere. It is a key way to lead and to strengthen Army values. 
DA Pam 600-25, “NCO Development Program,” 1987 

 
DEVELOPMENTAL RELATIONSHIP 
 
5-35. Mentorship is clearly a developmental relationship and noncommissioned 
officers have a mandate to develop their soldiers. Given that fact, shouldn’t all 
leader-follower relationships be considered mentorship? Or why confuse the 
issue by labeling as mentorship what is in the essence, good leadership? Why do 

within a mentorship relationship, their potential impact is greatly magnified,  
both for the individual and for the Army. This increase in development is due 
primarily because of the high degree of trust and respect that characterizes a 

mentorship magnifies that development. See Figure 5-4. 
 
“One of the most important responsibilities of a leader is to train, coach and 
mentor subordinates… Some folks might maintain a relationship with an old 
mentor throughout their careers and use them as a sounding board and for 
guidance, but most people will have several mentors over their careers. Keep 
in mind that a mentor is not a substitute for personal research, personal 
planning, hard work and dedication to service.” 
CSM Larry W. Gammon 
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P  Counseling 
e  Role-Modeling Teaching 
r  Guiding   Motivating 
f  Advising   Referring 
o  Coaching  
r   
m       Mentored 
a.  
n  Development   Non-Mentored 
c   
e       Time 

 
Figure 5-4. Mentorship Development 

 
5-36. Mentorship can and will augment the natural development that occurs in 
leadership, but it is not necessary or practical in all leader-follower 
relationships. Soldiers will still develop if they are not mentored, but 

on the trained and effective leaders whom you leave behind. Sometimes it 

leader development. The commitment to mentoring future leaders may require 
you to take risks. It requires you to give soldiers the opportunity to learn and 

 

 

mentorship can be a key element in the development of soldiers, contributing 
to their greater well-being. We all have experience to give if we have the heart, 
the spirit and the caring attitude to share these experiences and the lessons we 
derive from them. Mentoring is simply giving of your knowledge to other 
people. To be an effective mentor, all you need is experience and the wisdom 
of your years and one other vital quality — you have to care! 
 
"Soldiers want to know what's going on. They don't want to reinvent the 
wheel to address problems that someone else has already solved." 
CSM Cynthia A. Pritchett 
 
SUSTAIN MENTORSHIP 
 
5-37. Mentorship is demanding business, but the future of the Army depends 

requires you to set priorities, to balance short-term readiness with long-term 

develop them while using your experience to guide them without 
micromanaging. Mentoring will lead your soldiers to successes that build their 
confidence and skills for the future. The key to mentorship in the US Army is 
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that it is a sustained relationship and may last through the entire career of a 

“Soldiers can solve 98 percent of their problems by just talking to someone 

SMA William G. Bainbridge 

NCO MENTORSHIP OF OFFICERS 

and also of the unique perspective NCOs develop in leadership, training and 

Corps is the relationship between a platoon sergeant and his young platoon 

senior experienced NCOs. The relationship that frequently comes from this 

young soldier and even into retirement. 
 
5-38. While not a formal, mandated program like counseling, mentorship does 
have some very distinct characteristics that we can use as a guide for our 
mentoring. See Figure 5-5. 
 

 
�� Personal, voluntary developmental relationship existing between 

soldiers. 
�� Mentor is a close, trusted and experienced counselor or guide. 
�� Not bound by geographical location. 
�� Mutual agreement on mentoring relationship. 
�� Mentoring relationship devoid of conflicting interests. 
�� Common professional interests. 
�� Enduring relationship, frequency based on need, not predetermined 

event or time. 
�� Shared Army Values. 

�� Two-way communications. 

experience in a trusted and respected atmosphere. 

�� Sincere caring on part of the mentor. 

�� Soldier may have more than one mentor over time. 

�� Mentor must be willing to share professional knowledge, training and 

�� Mentor maintains confidentiality and trust. 

�� Relationship may be initiated by superior, peer, or subordinate. 
�� Can cross military, civilian, active or retired lines. 

 
 
 

Figure 5-5. Mentorship Characteristics 
 
 

about them. All you have to do is listen.” 

 

 
5-39. Senior NCOs have a great deal of experience that is valuable to officers. 
An officer who has an NCO as a mentor is taking advantage of that experience 

professionalism. Even very senior officers seek trusted NCOs’ advice and 
counsel. A mentorship relationship that is unique in the Army and the NCO 

leader. Especially in their early years, young officers need to be paired with 

experience tends to be instrumental in the young officers' development. Young 
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officers may forget a lot of things about their time in the military, but they will 
never forget, good or bad, their first platoon sergeant. 
 
 
MENTORSHIP BUILDS THE FUTURE 
 
5-40. Mentorship offers unparalleled opportunities to build a better Army. If 
you are a noncommissioned officer and are not mentoring several promising 
young leaders, you are missing an important opportunity to contribute to the 

But to do so, the mentor must be willing to commit the time and energy 

will seek him out to be their mentor. 

requires time and caring. Effective mentors are totally committed to spending 

and encouragement that allow leaders to grow.” 

CSM Christine E. Seitzinger 

 

 

 

 

 

 

 

 

 

 

Army’s future. Mentorship is the single, easiest way to develop young leaders. 

necessary to do it right and to set the conditions for success so young leaders 

 
“Becoming a mentor should not be a hasty endeavor. It is not a part-time job. 
It is an intense relationship between teacher and student. The process 

the necessary time and attention it takes to share values, attitudes and beliefs. 
This includes helping a soldier make career decisions and providing support 

 

 
 
Near the end of the session, SSG Rovero starts taking charge of his action 
plan – identifying, without SFC Lang’s assistance, things he can do to 
improve his leadership. As the session closes, there is a renewed air of 
respect and understanding between SFC Lang and SSG Rovero. 
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SFC LANG: Why don’t you read back to me what you’ve got. [As 
developmental sessions come to a close, it is important to review tasks and 
confirm what was said earlier in the session] 
SSG ROVERO: Okay. [Making notes to himself.] “Conduct an AAR with the 
maintenance section; observe Sergeant Leroy supervising maintenance 
operations.” 
SFC LANG: Those should both work to improve Executing. [SFC Lang 
reinforces the leadership doctrinal framework by listing developmental tasks 
IAW with the value, attribute, skill and/or action it is designed to improve] 
SSG ROVERO: One I just thought of, “develop a daily plan for supervising 
maintenance operations.” I think if I just sat down each morning and split up the 
jobs better, plus figure out where I’m needed most… [This is an ideal outcome 
to be sought after in developmental counseling — the subordinate leader coming 
up with and identifying developmental tasks. Also note the total number of tasks 
identified. A few clearly defined tasks with high potential for improvement and 
are better than numerous, ill-defined tasks with questionable outcomes] 
SFC LANG: Sounds good. OR rate is bound to go up. And just think of what 

require action on the part of the leader, not just the subordinate leader. At a 

improvement is being made and perhaps conduct some on-the-spot coaching]. 

seen. Keep up the good work. [Action plans are also about sustaining the ‘good 

 

 

this is going to do to everybody’s motivation around here – getting home at a 
decent hour. And I’ll let Sergeant LeRoy know you’re coming over to have a 
look at his maintenance operations. [Again, the action plan may very well 

minimum the leader is going to have to plan and allocate time to get out and 
make subsequent observations of the leader to assess whether or not 

Well, Sergeant, we’ve had some pretty straight talk here on things that need to 
improve. And don’t forget you’ve got a lot going for you. Best technical skill I’ve 

stuff.’ In closing the session, SFC Lang is conscience of the need to reinforce 
and communicate what SSG Rovero is doing well] 
SSG ROVERO: Appreciate that, SFC Lang. 
 
5-41. During the counseling, the leader and soldier conduct a review to 
identify and discuss the soldier’s strengths and weaknesses and create a 
plan of 
action to build upon strengths and overcome weaknesses. This 
counseling is 
not normally event-driven. The discussion may include opportunities for 
civilian or military schooling, future duty assignments, special programs 
and 
reenlistment options. Every person’s needs are different and leaders 
must 
apply specific courses of action tailored to each soldier. 
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HANDOUTS FOR LESSON 1:  L429 version 1 
 

This Appendix 
Contains 

This appendix contains the items listed in this table-- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 and SH-1-2 
SH-2, Extracted Material from U.S Army Personal 
Financial Management Training Instructor Guide, 2002 

SH-2-1 

SH-3, Extracted Material from Personal Financial 
Management 

SH-3-1 

SH-4, Extracted Material from DOD Financial Management 
Regulation on Split Disbursement Payment  

SH-4-1 and SH-4-2 

SH-5, Extracted Material from DOD Financial 
Management Regulation, Vol 9, Chap 3 

SH-5-1 and SH-5-16 

 



 
Student Handout 1 

SH-1-1 

 
 This student handout contains the Advance Sheet. 

 
 



 
Student Handout 1 

SH-1-2 

 

Advance Sheet 

Lesson Hours This lesson consists of two hours of small group instruction. 

Overview This lesson provides information that will help you enhance the financial readiness of 
your unit.  The lesson identifies the different support agencies that can assist soldiers 
and their families; identifies various retirement concepts and the three-legged stool of 
the retirement stool; defines the Thrift Savings Plan that can significantly assist you 
in saving for retirement; explains to you the difference between renting or buying and 
the various agencies to assisted you in buying your first home; and explains the 
procedures and responsibilities when using the government credit card. 

Learning 
Objective Terminal Learning Objective (TLO). 

 Action: Supervise subordinates in management of personal finance. 

 Conditions: As a platoon sergeant, in a classroom or unit environment and 
given a platoon and Student Handouts 1 thru 5. 

 Standards: Supervised subordinates in management of personal finances by-- 

• Identifying the many sources of retirement income, 

• Identifying the various processes in buying a home, 

• Identifying the proper use of government credit card, 

IAW Student Handouts 1 thru 5. 

ELO A    Identify the many sources of retirement income. 

ELO B    Identify the various processes in buying a home. 

ELO C    Identify the proper use of government travel card.  

Assignment The student assignments for this lesson are: 
 
• Read SH-1 thru SH-5.  

Additional 
Subject Area 
Resources 

None 

Bring to Class • Student Handouts 1 thru 5. 

• Pencil or pen and writing paper. 

 



    

SH-2-1 
 

Student Handout 2 
 

 
Extracted Material from U.S. Army Personal Financial Management 
Training Instructor Guide, 2002. 
 

 
 
This Student 
Handout 
Contains 

This student handout contains 15 pages from the U .S. Army Personal Financial 
Management Training Instructor Guide, 2002. 
 

 
Item/Title Pages 

Unit 8, Investments/Savings/Thrift Savings Plan/REDUX 3 thru 19 
Unit 9, Official Government Travel 5 thru 10 

 
 
Disclaimer:  The training developer extracted the material from the U.S. Army 
Personal Financial Management training Instructor Guide.  The text may contain 
passive voice, misspellings, grammatical errors, ect. and may not be in compliance 
with the Army Writing Style Program.  
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 

 
RECOVERABLE PUBLICATION 

 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL SUBJECT YOU TO 
PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION ETC.) TO RECOVER 
PRINTING COSTS 
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Three sources of Retirement Income. 
 
 

a. Retirement income is often described as a three-
legged stool. The three legs are:  Social Security 
benefits;  Retirement and/or pension payments; and  
Investment income. 

 
b. Social Security/FICA. The FICA withholding you 

see on your Leave and Earnings Statement (LES) is 
your Social Security contribution.   Persons your age 
will be eligible to draw full Social Security benefits 
beginning at age 67. It will probably be about a 
$1,000 a month or less in terms of today's dollars.   
 
 

RELATED INSTRUCTOR ACTIVITY 
 
3. SHOW SLIDE 8-3 REGARDING INVESTMENT 

INFORMATION. 
 
 
 
 
 
 
 
 
 
 
4. SHOW SLIDE 8-4 SOURCES OF RETIREMENT INCOME. 
 
 
 

 
 
 

b. SHOW SLIDE 8-5 SOCIAL SECURITY 
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After you have been working for a year or two, you 
should ensure the Social Security Administration is 
tracking your employment by requesting an Earnings 
and Benefits Estimate. You will begin automatically 
receiving annual statements at age 25. 

 
c. Types of Retirement Plans.  The second leg of the 

retirement income stool is Retirement Benefits and 
Pensions. Some of you may retire from the military, 
begin a second career, and retire again. Others may 
leave the service prior to retirement and become 
employed in the civilian world. In either case, I 
strongly suggest you examine an employer's 
retirement plans and pension benefits when deciding 
to take, or remain in, any specific job. At this time in 
your life you are in the military and we will 
concentrate on military retirement benefits. There are 
two types of retirement plans, Defined Benefit and 
Defined Contribution.  Today's Army has both. 

 
 
  
 
 
 
 
 
RELATED INSTRUCTOR ACTIVITY 
 
 
 
 
 

 
 
 

c.  SHOW SLIDE 8-6 TYPES OF RETIREMENT 
PLANS 
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(1) Defined Benefit Plans.  Defined Benefit Plans are 

the more traditional type. The employer funds 
them, and one must usually work a relatively long 
time to become eligible for a pension check. The 
amount of monthly pension is normally based on 
salary and the number of years worked, and is 
guaranteed for life. These plans may or may not 
include cost of living increases. (Military 
retirement does.) 

 
(2) Defined Contribution Plans. Defined 

Contribution Plans have become increasingly 
popular over the last 20 years or so. These plans 
allow employees to contribute up to a certain 
amount of their salary each month, before taxes, to 
a fund that they have a significant amount of 
control over. Sometimes, frequently in the civilian 
world, employers will match a portion of each 
month's contributions. The most common are 
401(k) plans, named after the regulating paragraph 
in the Federal Income Tax Code. There is no 
guarantee with this type of plan. Workers 
eventually receive a lump sum payout, which they 
can then invest for future income. These sums can 
be quite large, however, the amount depends on 
how much the worker has invested, and the earning 
of the specific investment plan. 

 
 
 
 
 
 

  (1)   SHOW SLIDE 8-7 DEFINED BENEFIT PLANS 
 
 
 
 
 
 
 
 
 

(2)   SHOW SLIDE 8-8 DEFINED CONTRIBUTION 
       PLANS 
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5. Military Retirement Plans.  Let's briefly summarize the 

two retirement options discussed in the movie, the "High 
Three" or "CBS/REDUX," that you will have if you retire 
from the Army.  Members who entered service after 31 July 
1986 must choose between the "High Three" or the 
"CBS/REDUX" at the 15th year of service. 

 
 
 

 
 
 
 
 
 
 

6. The Effects of Compound Interest.  Before we discuss the 
basic details of TSP, let’s look at how compound interest 
grows over the short and long term.  TSP is based on the 
effects of compounding interest over time.   
 

 
 
 
 
 
 
 
 
 

 
5. SHOW SLIDE 8-9 MILITARY RETIREMENT PLANS 
 
  1) Click on hyperlink to show the TSP video.  
  2) Select “View” 
  3) Select “Full Screen” 
  4) Turn Volume Up on Speakers 
 
  At end of video: 

1) Right Click Mouse 
2) Click on “X” 

  
  
 
 
  
 
6.   SHOW SLIDE 8-10 EFFECTS OF COMPOUND INTEREST 
 

Double click on hyperlink and show effects of compound interest 
starting early in life and starting later in life. 

 
Direct student to Information Sheet 8-1-1, Effects of 
Compound Interest:  Early in Life. 

 
Direct student to Information Sheet 8-1-2, Effects of Compound 
Interest:  Later in Life. 
 
 
 
 
 
 
 



Unit 8.   INVESTMENTS/SAVINGS/THRIFT SAVINGS PLAN/REDUX       
Topic 8.1 Investments/Savings/Thrift Savings Plan/REDUX 
 

7 

DISCUSSION TOPIC 
 
 
 
7. The Thrift Savings Plan.   
 

a. Up until now, the only retirement plans available to 
service members fell into the category of Defined 
Benefit Plans. However, beginning October 9, 2001, 
in addition to your Defined Benefits Plan, you and all 
other service members will have access to a Defined 
Contributions Plan— the Thrift Savings Plan.  We 
will discuss the basics of  TSP. You can go to the 
TSP website to learn more about the program and the 
various investment funds.  We’ll look at how it 
works and what it can do for you. 

 
(1) Benefits of TSP. 

   
(a)  It's easy to enroll and maintain your             

investment plan. 
 

(b)  There are no costs to the individual for 
management of the program by the TSP 
Management Board.   

 
(c) Money contributed to TSP is Pre-Tax 

Dollars. It is NOT counted as taxable income. 
You will eventually have to pay taxes upon 
withdrawal.  

 
 

 
 

  
 
  
 
 
 
 
 
 
 
 
 
 
 

(1) SHOW SLIDE 8-11 THRIFT SAVINGS PLAN (TSP) 
BENEFITS  
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(2) The Thrift Savings Plan (TSP) Enrollment 
 
  Two Open Enrollments each year: 

October 15- December 31 and April 15– June 30* 
 

*These Dates are effective October 1, 2002.  Old enrollment 
period (May 15-July 31, 2002) in effect until September 30, 
2002.  

 
(3) How to Enroll in TSP. 

 
(a) Your local Finance Office or PAC will have 

the forms.  Forms are also available at 
www.tsp.gov.  Follow the prompts to 
download and/or print. 

 
 
 

b. TSP Contribution Sources.  
 
 STRESS THE FOLLOWING POINTS: 
 

(1) Select all the contribution sources boxes on the TSP 
Enrollment Form even if you are not receiving 
special, incentive, or bonus pays.  If you do not 
select the special, incentive, or bonus blocks and then 
start receiving them you cannot contribute those 
moneys into TSP until you resubmit the form.  

 
 

(2) SHOW SLIDE 8-12 THRIFT SAVINGS PLAN  
(TSP) ENROLLMENT PERIODS 

 
 
 

 
 
 
 

(3) SHOW SLIDE 8-13 THRIFT SAVINGS PLAN 
(TSP) HOW TO ENROLL 

 
 
 Direct Students to Information Sheet 8-1-3, Sample TSP 

Enrollment Form. 
 
 
 

b. SHOW SLIDE 8-14 TSP CONTRIBUTION SOURCES 
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(2) Especially important is the bonus selection.  If you 

do not select the contributing from bonus block and 
you eventually receive one, you cannot put any of the 
money into TSP.  Once you receive the bonus money 
you cannot put it into your TSP account.  

 
(3) If you stop contributing from base pay all other 

sources of contributions stop. 
 

c. TSP Contribution Amounts. 
 

(1) You can contribute up to 7% of your base pay and up 
to 100% of any special pays, incentive pays, or 
bonuses up to the IRS maximum, currently at 
$11,000 per year.  

 
Currently there is no employer matching dollars from 
the Government.  
 
 
 

 
 
 
 
 
 
 
RELATED INSTRUCTOR ACTIVITY 
 

 
  
  
 
 . 
 
 
 
 
 

c. SHOW SLIDE 8-15 HOW MUCH CAN YOU 
CONTRIBUTE? 
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d. Control of your TSP Funds.  Your contributions 

belong to you and you have control over them.  This 
control is exercised by directing which of five funds 
your money is invested in. These funds are known as 
the G, F, C, S, and I funds. 

 
(1) TSP G Fund. "G" Fund will invest in 

Government securities and is 
guaranteed against loss. 

 
a) Invested in non-marketable U.S. 

Treasury Securities with 1 to 4 
day maturities. 

 
b) No risk of loss (negative returns) 

in "G" Fund. 
 
c)  The "G" fund has never lost money 

although the rate of return on your 
investment is usually between 4 and 
7%.  The compound annual rate of 
return from 1992 to 2001 was 6.47%. 

 
 
 
 
 
 
 
 

 
d. SHOW SLIDE 8-16 TSP CONTROL 

 
Direct students to Information Sheet 8-1-4, Thrift Savings 
Plan Fund Types. 

 
 

(1) SHOW SLIDE 8-17 TSP “G” FUND 
 
Note:  CARR = Compound Annual Rate of Return. 
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(2) TSP F Fund. "F" Fund will invest in 

corporate and Government bonds. 
 
 a) Invested in a bond index fund. 
 

b) U.S. Government: U.S. Treasury and 
Agencies. 

 
c) Mortgage-backed securities. 
 
d) CARR from 1992-2001 was 7.19% 

 
 

(3) TSP C Fund. "C" Fund will basically track 
performance of the stock market. 

 
a) Invested in a Standard & Poor's (S&P) 

500 stock index fund. 
 
b) S&P 500 index contains common stocks 

of 500 companies that represent the U.S. 
stock markets. 

 
c) Compound annual rate of return 

from1992 to 2001 was 12.88%.   
 
 
 
 
 
 

 
 
 
 
 (2) SHOW SLIDE 8-18 TSP “F” FUND 
 

 SHOW SLIDE 8-19 TSP “C” FUND 
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4) TSP S Fund. "S" Fund invests in small to 
medium sized U.S. companies. 

 
a) Invested in a Wilshire 4500 stock index 

fund. 
 
b) Wilshire 4500 index contains all 

common stocks (except those in the S&P 
500 index) actively traded in the U.S. 
stock markets on a daily basis. 

 
c) Compound annual rate of return from 

1992 to 2001 was 10.71%. 
 

(5) TSP I Fund. "I" Fund invests entirely in 
non-U.S. companies. 

 
a) Will be invested in a Europe, 

Australasia, and Far East (EAFE) 
stock index fund. 

 
b) EAFE contains stocks that cover 

approximately 60% of the stock 
markets of the 20 countries included 
in the index. 

 
c) Compound annual rate of return from 

1992 through 2001 was 4.38%. 
 

 
 
 (4) SHOW SLIDE 8-20 TSP “S” FUND 
 
 
 

  
 
 
 
 
 
 
 

 
 
(5) SHOW SLIDE 8-21 TSP “I” FUND 
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e. The C, S, and I Fund performance will be directly 

proportional to the success of the companies in 
which they invest. We will discuss the concept of 
investing and associated risk in a few minutes. For 
now, suffice it to say that the fund you choose will 
be determined by the return you desire, balanced 
with the risk you can afford. 

 
 

f. TSP Contribution Allocation. 
 

(1) After your initial enrollment and election 
request has been processed, TSP will deposit 
your first contribution in to the G Fund. 

 
(2) Once the first contribution is received you 

will then receive a TSP PIN.  You can then 
begin making contribution allocations 
among the various funds using the TSP 
Thrift line, Website, or via mail. 

 
(3) Prior to allocating your contributions to 

funds other than the G Fund, you will have 
to acknowledge that you understand the risk 
associated with investing in the stock 
market. 

 
 
 
 

 
 
 
 
 
 

e. SHOW SLIDE 8-22 TSP FUND PERFORMANCE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
DISCUSSION POINT 
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(4) Allocations must be made between the funds 
in increments of 1%.  E.g. If you elect to 
contribute 3%, you may want to put 1% in 
the "G" Fund and 2% in the "C" Fund. 

 
g. Additional benefits of TSP. 
 

(1) Loans.  Two types of loans can be made 
from your TSP account, a general purpose 
loan, or a loan for a primary residence.  All 
loan payments, plus interest, is paid back 
directly into your TSP account.  Remember, 
TSP is an investment for your retirement.  It 
is not recommended to take a loan from your 
account as it has a negative impact on the 
compound interest feature of the TSP plan. 

 
(2) Rollovers. On separation or retirement you 

can roll the funds in TSP to a qualified 401k 
plan.  While on active duty you can rollover 
a qualified Individual Retirement Account 
(IRA) into TSP. 

 
(3) Interfund Transfers.  You can move your 

invested money between the various funds, 
once a month, 12 times a year. 

 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 

 
g. SHOW SLIDE 8-24 ADDITIONAL THRIFT 

SAVINGS PLAN (TSP) BENEFITS 
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(4) Financial hardship withdrawals.  Verifiable 
financial hardship.  e.g. Medical bills.  All 
contributions to TSP will be terminated for six  
months after a hardship withdrawal. 

 
(5) Contribution allocations.  You can increase 

or decrease the percentage you allocate to 
each fund as often as you are paid, or twice a 
month. 

 
 
 
 h. TSP Options upon retirement or separation. 
 

(1) Leave your money in the TSP.  You cannot 
make further contributions but your money 
continues to accrue. 

 
(2) Take a Single payout. The payment is made 

directly to you after a 20% deduction for 
fees. Rollover into an IRA or 401k. 

 
(3) Receive Monthly payments starting at age 

59 ½.  There are substantial penalties for 
withdrawing the money prior to 59 ½.  

 
 
 
RELATED INSTRUCTOR ACTIVITY 
 
 
 

 
 
 
 

 
 

 
 
 
 

h. SHOW SLIDE 8-25 OPTIONS UPON SEPARATION 
OR RETIREMENT 
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i. Your responsibilities with TSP.     Once enrolled 

in TSP you have additional responsibilities: 
 
 (1) Make contribution elections. 

 
(2) Make investment and allocation decisions. 

 
(3) Keep accurate up-to-date personal 

information. 
 
  (4) Designate a beneficiary. 
 
 j. TSP Website.  
 

(1) For more in-depth information on the TSP 
program go to www.tsp.gov.  Then look 
under Uniformed Services. Frequently 
Asked Questions is an excellent source. 

 
9. Saving vs. Investing. 
 

a. Recall that the third leg of our retirement 
planning stool is investment income.  There 
are several differences between investing 
money and merely saving it.   Recognize that 
the ultimate purpose of saving money is to 
eventually spend it.  Savings accounts are 
virtually 100% safe, as most are insured by 
the Federal Government. 

 
 
 
 

RELATED INSTRUCTOR ACTIVITY 
 
 i. SHOW SLIDE 8-26 YOUR RESPONSIBILITIES  
 
 
 

 
 
 
 
 
 
 
 
 
  

 
 
 
 
 
 
9. SHOW SLIDE 8-27 SAVING VS. INVESTING  
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Conversely, the purpose of investing money is to 
allow it to grow. Investing is generally thought of in 
terms of a significant time span, five years or more. 
Even optimum savings instruments have limited 
ability to overcome the effects of inflation and 
taxes, both of which decrease the value of our 
money.  Wise investments will mitigate these 
effects.  
 
Investing involves some degree of risk.  
However, the greatest risk is not making 
prudent investments, and therefore not 
growing your money to meet your retirement 
needs.  Because saving and investing have 
different purposes, different instruments are 
used for each. 

 
 

a. Instruments of Savings. Savings instruments that 
are highly safe, and liquid, but provide relatively 
low yields include: 

 
 (1) Regular or share savings accounts. 
 
 (2) Certificates of deposit (CD). 
 
 (3) Money market accounts. 
 

(4) U.S. savings bonds.  New Series I bond is 
tied to rate of inflation. 

 
 

RELATED INSTRUCTOR ACTIVITY 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  
a. SHOW SLIDE 8-28 SAVINGS INSTRUMENTS 
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b. Investment Assets. Investment instruments fall into 
one of two categories: equity or debt.  

 
 (1) Equity assets, you invest as an owner. 
 
  a) Growing assets such as stocks. 
  b) Hard assets such as real estate. 
 
 (2) Debt assets, you invest as a lender. 

 
a) Bonds (some can be used by 

companies and varying levels of 
government) 

 
 c. Instruments of Investment. 
 

(1) As you become more financially capable and 
knowledgeable about investing you may 
want to consider other investment 
instruments in addition to TSP, such as: 

 
a) Individual Retirement Account (IRA).  

Similar to TSP funds, but purchase through 
financial institutions like banks, credit 
unions, or investment firms.  Note: Unlike 
TSP there will be fees, paid to the financial 
institution, associated with opening an IRA. 

 
 
 
 
 

 
 
 b. SHOW SLIDE 8-29 INVESTMENT ASSETS 
 
 
 
 
 
 
 
 
 
 
 
 
 
 c. SHOW SLIDE 8-30 INVESTMENT INSTRUMENTS 
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b) Direct purchase of bonds or stocks through 
a brokerage house. Note: Unlike TSP there 
will be fees, paid to the brokerage house, 
associated with purchasing bonds or stocks. 
 

c) Mutual Funds.  Purchase of stocks and 
bonds with a pool of investors who have 
similar goals. Note: Unlike TSP there will be 
fees associated with purchasing mutual funds. 
 
Note:   Historically, over the last 70 years, the 

stock market returned an average of 
10% to 12%, while bond returns 
averaged 4% to 7%. However, you 
should recognize that there are years, 
and periods of several years, where 
bonds significantly out-performed 
stocks. 
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e. Travel Reimbursement 
 

(1) The last step for any government travel 
is to get reimbursed for the money you 
have spent during official travel.  In 
order to collect this money you will have 
to file a travel voucher within five days 
of your return. To file this voucher, you 
will need copies of your orders (I told 
you not to lose them!); the receipt 
portion of any airline, train, or bus 
tickets; and a receipt for your lodging. 
You must also turn in any unused 
portions of previously purchased 
tickets. 

 
3. Government Travel Cards. 
 

a. At some point in your Army career you may be 
issued a Government travel card.  A government 
travel card is a credit card and it's intention is to 
streamline the expenses of government travel  and 
related expenses.   It is for official use Only--NO 
EXCEPTIONS!!  Carrying the travel card is a 
privilege, and like all privileges, it has 
accompanying responsibilities. You must file a 
claim for your travel expenses and then promptly 
reimburse the credit card company.    Further 
procedures and responsibilities will be explained to 
you should you ever be given a Government Travel 
Card. 

 
 
 
 
 e. SHOW SLIDE 9-6 TRAVEL REIMBURSEMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
3. SHOW SLIDE 9-7 GOVERNMENT TRAVEL CARDS. 
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(1) Benefits to Travelers.  Properly used, the 
travel card also provides you with several 
benefits. 

 
a) For starters, you can use your card 

just like an ATM card and get the 
cash you will need for a trip without 
having to fill out Government forms 
and stand in line.  On longer trips 
you can get cash from an ATM at 
your temporary duty location, 
negating the necessity to carry 
excessive sums of cash while 
travelling.   

 
b) The card provides you the flexibility 

to make necessary arrangements if 
your travel plans are disrupted by 
bad weather, mechanical problems, 
missed connections, illness, family 
emergency, or other unforeseen 
event. 

 
c) The card provides you substantial, 

no-cost insurance— up to $3000 for 
lost luggage and $200,000 of travel 
accident insurance. 

 
 

 
 
 
 

(1) SHOW SLIDE 9-8 BENEFITS TO 
TRAVELERS 
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d) Being a cardholder also provides you 
with a readily available source of 
information should you need medical 
or legal assistance in a strange place 
far removed from the nearest military 
facility.  Not if, but when, an airline 
loses your luggage, card personnel 
will assist in getting it returned to 
you.  If a ticket is lost or stolen, 
they’ll get you a replacement and sort 
out the details later.  You can also 
avail yourself of the same pre-trip 
services as civilian card-holders and 
check things like the weather and 
ATM locations before you depart. 

 
 

(2) Travel Card Responsibilities.  Carrying the 
travel card is a privilege, and like all 
privileges, it has accompanying 
responsibilities. 

 
a) Your first responsibility with regard 

to the travel card is to use it only for 
official travel. NO EXCEPTIONS!!!  
The local fancy restaurant MIGHT 
take your card if you used it for a 
nice dinner  

 

 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
(2) SHOW SLIDE 9-9 TRAVEL CARD 

RESPONSIBILITIES  
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date, but this would not be an 
authorized use, and could subject you 
to disciplinary action.  Do not use 
your card for personal reasons such 
as buying gifts for friends and 
family, even if you are on temporary 
duty. 

 
b) It is also your responsibility to 

properly safeguard the card.  You 
will likely be held accountable for 
any costs arising from a lost or stolen 
card. 

 
c) By far, your biggest responsibility is 

to PAY YOUR BILLS ON TIME.  
The travel card is used in your name, 
the bills are sent to you, and it is your 
responsibility to pay them by the due 
date. 

  
EMPHASIZE THE FOLLOWING POINT: 
 

Ladies and gentlemen, this is a serious problem for 
the United States Army.  As of February 2001, there 
were over 10,000 delinquent travel card accounts 
with the current issuing company, the Bank of 
America.  Such delinquencies decrease the card 
company’s profit and will have serious 
repercussions for you. 
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(3) Overdue Accounts.  As with any credit 
card, your government travel card can have a 
negative impact on your credit report.  If you 
see that you are not going to be able to pay 
your bill on time notify your supervisor.  
There are avenues that can be taken to 
extend the time you have to pay possibly 
without any penalties.  

 
 

a) When your account becomes 55 days 
overdue, your card will be suspended 
and will require supervisor 
intervention to keep it active. 

 
b) At the 90 point your card will be 

canceled. Your card may also be 
canceled if suspended twice in any 
12-month period. 

 
c) If you fail to pay for 120 days, the 

company WILL start garnishment 
proceedings.  Not only will you be 
responsible for the outstanding 
balance, you could also be 
responsible for up to an additional 
25% of the balance and any 
collection fees. 

 
 

 
 
 

(3) SHOW SLIDE 9-10 OVERDUE 
ACCOUNTS 
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d) Finally, in addition to being an 
embarrassment to the Army, 
decreasing your ability to perform 
official duties, and getting you in 
hot water with your chain of 
command, failure to pay your 
travel card bills on time will be 
recorded on YOUR credit report, 
making it more difficult, if not 
impossible, for you to get credit 
for things like homes and 
automobiles. 

 
4. Government Purchase Cards.   
 

a. It is possible that later in your career you may be 
issued a purchase card in addition to a travel 
card.  The purchase card allows the holder to 
make government-related purchases without 
having to first get a purchase order.  With a 
purchase card, the bills are sent from the credit 
card company to the user’s organization.  The 
organization is responsible for payment.  There 
will be someone at your organization who checks 
these bills to ensure all purchases were for 
Government-related items.  Misuse of the 
purchase card is a CRIME. 

 
 
5. Questions. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
4. SHOW SLIDE 9-11 GOVERNMENT PURCHASE 

CARDS 
 
 
 
 
 
 
 
 
 
 
 
 
5. SHOW SLIDE 9-12 QUESTIONS 
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Extracted Material from Personal Financial Management 
 

 
 
This Student 
Handout 
Contains 

This student handout contains 4 pages of extracted material from Personal 
Financial Management. 
 

Item/Title Pages 
Personal Financial Management on Housing. 22 thru 25 

 
 
Disclaimer:  The training developer extracted the material from the Personal 
Financial Management .  The text may contain passive voice, misspellings, 
grammatical errors, etc. and may not be in compliance with the Army Writing Style 
Program. 
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Notes

Handout:
Mortgage Affordability Chart

Rate protection option - enabling you to lock-in at the cur-
rent rate (or slightly higher), but, for a fee, lower your inter-
est if rates fall during the processing period.

2.  Referrals

Friends and co-workers can be an excellent source for finding a
lender that you are comfortable with.

u Thoroughness.   You want a loan officer that lists all neces-
sary documents to bring to the first visit.

u Options.  You want a lender that can offer several options, is
knowledgeable of  those options, and takes the time to ex-
plain them to you.

 Choosing a Mortgage Loan
Unless you have the cash to pay in full for your home, you will

need to apply for a mortgage loan.  There are many types from which
to choose.

1. Assumption

Consider assuming the seller’s existing loan – and interest rate —
if  the rate on the assumable loan is lower than the prevailing rate for
a new loan. By assuming a loan, you take responsibility for paying
the mortgage owed by the seller

2.  Buy Down

If  you cannot afford the prevailing interest rate, consider a buy
down mortgage.  The seller or even a family member can pay extra
points to buy down the mortgage for the first few years.  For ex-
ample, a 3-2-1 buy down with a prevailing rate of  7% means that the
first year you would pay 4%, the second year, 5%, the third year, 6%,

417
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and then the fourth and remaining years, the interest rate would
be 7%.  Buy-downs are common among new construction and
first-time home buyers.

3. Fixed-Rate Loans

These are the most popular loans in the market because they
offer stable, consistent payment throughout the life of  the loan.
The most common is the 30-year fixed rate.  Other options are
the 15-year (save half  the interest over a 30-year), the 20-year
(saves thousands of  dollars of  interest over the 30-year), and the
relatively new 40 year (reduces the payment below a 30-year but
adds three times the loan amount in interest).

4. Adjustable Rate Loans

A variable interest rate that fluctuates according to the finan-
cial index they are tied to and the type of ARM obtained.  Some
features that make them attractive even when the fixed interest
rate is low are:

u First-year rate (the teaser rate) usually 1 or 2 points below
the market rate.

u interest rate is capped.  can rise only 5 (fha)or 6 points
(depending on whether fha or conventional loan) over
the life of the loan.

u rise of interest rate is limited to 1 or 2 points a year (de-
pending on type of loan).

u research indicates that less interest paid with arm than
with 30-year fixed rate mortgage.

u most useful to homebuyers who stay in home no more
than 5 to 7 years.
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5. Step Loans

Combines the stability of  a fixed-rate loan with the lower rates
of an ARM.

There are two options: 5/25 and 7/23:  Interest rate is fixed
for the first five or seven years, then the loan adjusts once into a
1-year ARM or a fixed–rate loan.

u Lower interest than the prevailing rate for 30-year fixed-
rate mortgages

u Amortized over 30 years

6. Balloon Loans

Interest paid during the term of  the loan does not fully pay off
the mortgage.  At the end of  the loan term, must pay off  the
remaining principal in one lump sum.

u Terms are short in length, usually 5 to 7 years, but amor-
tized over 30 years.

u Usually lower interest rates than fixed-rate loans.

u Most useful to homebuyers who stay in home no more
than the term of  the loan.

7. FHA Loans

Government-backed Federal Housing Administration loans
designed for first-time or lower-income homebuyers.

u Interest rate usually less than conventional loans.

u Available in both fixed-rate or adjustable-rate mortgages.

u Down payment of  3% to 4% of  loan amount.

u Maximum loan amount - $133,000

Handout:
 ARM vs. 30 Year Loan

418
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8. VA Loans

 Loans available to veterans of  the United States armed forces
backed by the Department of  Veterans Affairs. Have your lender
check the VA funding fee.

u Zero down payment

u Interest rate usually less than conventional loans.

u Points must be paid by the seller. If  seller is reluctant to
pay points, buyer can increase offering price to include
the cost of  points.

u Available only in fixed-rate mortgages.

u Maximum loan amount - $203,000.

You may want to explore other mortgage loan options rather
than use your VA.  If  you have to sell and a buyer comes along
who wants to assume your mortgage, then your VA will be un-
available to you until that mortgage is cleared by a home sale with
a substitution of  a completely new mortgage.  That may take
years.

9.  Seller Financing

The seller takes on the role of  lender and gives the buyer a
loan to purchase his/her property. Generally, the seller owns the
property outright and can finance the entire purchase or has sig-
nificant equity and can “carry back” a second mortgage which
then can be used to finance the buyer’s down payment.

u Best bets for seller financing - elderly homeowners who
do not need the cash from the sale of their home to fi-
nance their next home.

u Advantages for buyers – get the prevailing or better inter-
est rate without paying points or other junk fees.
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Student Handout 4 
 
 
Extracted Material from DOD Financial Management Regulation on 
Split Disbursement Payment 
 

 
 
This Student 
Handout 
Contains 

This student handout contains one page of extracted material from the DOD 
Financial Management Regulation on Split Disbursement Payment. 
 

Item/Title Pages 
Split Disbursement Payment 1 

 
 
Disclaimer:  The training developer extracted the material from the DOD Financial 
Management Regulation.  The text may contain passive voice, misspellings, 
grammatical errors, etc. and may not be in compliance with the Army Writing Style 
Program. 
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Split-Disbursement Payment Option Available for DoD Travelers 
  
The Department of Defense has introduced a new payment option for its travel cardholders through the 
deployment of upgraded software. Known as "split-disbursement," this option allows DOD travelers to 
elect a split-disbursement when submitting their travel settlement. Using the upgraded Integrated 
Automated Travel System (IATS 5.X), part of the payment is sent via electronic funds tr ansfer to the travel 
card contractor, and the rest, forwarded directly to the travelers' designated account.  

Used correctly, the split-disbursement option eliminates the cardholders' burden and cost of 
writing and mailing personal checks for travel payments. In addition, the use of direct 
deposit speeds the reimbursement process and reduces both administrative costs and 
account delinquencies. While this payment option will benefit all DOD travelers, it will be of 
particular value for those on long-term temporary duty submitting interim travel 
settlements, as it allows the travel card contractor to be paid directly.  

Split Disbursement is not uncommon in the private sector. Several Fortune 500 companies 
have used similar practices for decades. Recognizing the private-sector successes and as 
part of the ongoing reform of its travel and transportation payment practices, DOD and the 
travel card contractor worked to make the split-disbursement option available to all DOD 
travelers paid through IATS 5.X and SRD-1.  

Travelers wishing to elect the split-disbursement option simply need to determine the 
amount charged to their travel card during the billing period and specify that amount on the 
travel voucher (DD Form 1351-2) in block 3c. For example, if $300 is charged to the DOD 
travel card for official business expenses and the split-disbursement option is used, the 
traveler designates this in block 3c as "SPLIT $300." In the event that less money is 
designated than needed to cover charges to the card, the traveler is responsible for paying 
the difference. Likewise, if more money than necessary is designated, the travelers' card 
account will be credited to cover future travel expenses. The traveler also has the option to 
request payment of the credit by contacting the travel card contractor using the customer 
service number (1-800- 492-4922).  

IATS 5.X software will be released for deployment to the field offices currently using a 
previously issued version of IATS by the end of September.  
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Student Handout 5 
 
 
Extracted Material from DOD Financial Management Regulation, Vol 9, 
Chap 3 
 

 
 
This Student 
Handout 
Contains 

This student handout contains 15 pages of extracted materials from the DOD 
Financial Management Regulation on Department of Defense Government Travel 
Card. 
 

Item/Title Pages 
Department of Defense Government Travel Card SH-5-2 thru SH-5-16 

 
 
Disclaimer:  The training developer extracted the material from the DOD Financial 
Management Regulation.  The text may contain passive voice, misspellings, 
grammatical errors, etc. and may not be in compliance with the Army Writing Style 
Program. 
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DoD Financial Management Regulation Volume 9, Chapter 3 
September 2000 
 
CHAPTER 3 
DEPARTMENT OF DEFENSE GOVERNMENT TRAVEL CHARGE CARD 
 
POLICY AND PURPOSE 
 
General. “The Travel and Transportation Reform Act of 1998” (TTRA)  
(Public Law 105-264) stipulates that the government -sponsored, contractor-issued travel card 
(hereafter referred to as the “travel card”) shall be used by all U.S. Governme nt personnel 
(civilian and military) to pay for costs incident to official business travel. Provisions governing 
this mandatory use requirement within the Department are set forth in section 0303 of this  
chapter. 
 
Purpose. Within the Department, the travel  card program is intended to  
facilitate and standardize the use by DoD travelers of a safe, effective, convenient, commercially 
available method to pay for expenses incident to official travel, including local travel. The travel  
card is used to improve DoD cash management, reduce DoD and traveler administrative  
workloads, and facilitate better service to DoD travelers. In addition, because of the refund 
feature of the travel card program, the program results in cost savings for the Department. In  
addition to individual travel cards, there are travel card variations that include restricted cards,  
unit cards, and centrally billed accounts (CBA). These variations are used to meet specific needs  
of the DoD Components. This chapter sets forth the policy and procedures with respect to 
mandatory use of the travel card under the TTRA. It also establishes procedures for travel card  
issuance and use. 
 
Applicability And Scope. These policies are applicable to the Office of 
the Secretary of Defense, the Military Departments, the Chairman of the Joint Chiefs of Staff and  
the Joint Staff, the Combatant Commands, the Inspector General of the DoD, the Defense  
Agencies, the DoD Field Activities, the Uniformed Services University of the Health Sciences 
and all DoD nonappropriat ed fund instrumentalities (hereafter referred to collectively as the  
“DoD Components.”) 
 
RESPONSIBILITIES 
 
 General Services Administration. The General Services Administration  
(GSA) awards and administers a master contract for the government travel card p rogram, which 
is part of the “GSA Smart Pay Program.” The GSA is also responsible for issuing government 
wide policies and procedures for implementation of the TTRA. 
Under Secretary of Defense (Comptroller) (USD(C)). The USD(C) is 
responsible for establishing DoD-wide policies for the DoD Travel Card Program. Included 
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within this responsibility is the requirement to develop DoD-wide policy for the implementation 
of the requirements of the TTRA and monitoring implementation of the TTRA by the DoD  
Components.  DoD Component Heads.  The Head of each DoD Component is 
responsible for developing TTRA implementation strategy for use in that Component. The  
Component Head, along with the Project Manager-Defense Travel System, shall ensure that the  
appropriate systems modules are developed that enable DoD travel systems to operate consistent 
with the requirements of the TTRA and this chapter. Component Head responsibilities include,  
but are not limited to, submitting regulations developed to implement the TTRA for USD(C) 
approval; granting exemptions as indicated in, and in accordance with, subparagraphs  
and  of this chapter and notifying the Administrator of the General Services Administration 
regarding exemptions granted as indicated in subparagraph 030303.C of this chapter.030204. 
Director, Defense Finance and Accounting Service (DFAS). The Director, DFAS has been 
designated by the USD(C) as the program manager for the travel card. The DFAS also  shall 
facilitate traveler determination of any late payment fees or charges that may be payable to a 
traveler under the TTRA as indicated in subparagraph 030701.C of this chapter.  Travel Card 
Program Management Office (TCPMO). The Travel Card Program Man agement Office 
(TCPMO), within the DFAS Headquarters’ Directorate for Finance (DFAS -HQ/FMT), manages 
the Department’s Travel Card Program. A “DoD Tailored Task Order for the Travel Card 
Program” was issued to the card contractor and is managed and administ ered on behalf of the 
Department by the Acquisition Support Organization, DFAS Headquarters (DFAS -HQ/ASO). 
The TCPMO works closely with the GSA, the DFASHQ/ASO, DoD Components, and the card 
contractor to manage the day-to-day operations of the DoD Travel Card Program. 
. Assistant Secretaries of the Military Departments (Financial Management and Comptroller) and 
Defense Agency Comptrollers. The Military Department Assistant Secretaries (Financial 
Management and Comptroller) and Defense Agency Comptrollers, o r equivalents, shall ensure 
program management responsibilities are accomplished within their respective Component, and 
shall designate a Program Manager for their DoD Component. The Component Program 
Manager (CPM) shall be designated in writing and identi fied both to DFAS-HQ/FMT and the 
travel card contractor.  DoD Component Program Managers (CPMs). The CPMs are responsible  
for establishing and managing the DoD Travel Card Program in compliance with this volume.  
Each CPM also is responsible for establishing and maintaining the Component's organization  
structure ("hierarchy") and notifying DFAS -HQ/FMT and the card contractor of any changes in  
organization structure that affect the travel card program. . Agency Program Coordinators 
(APC). The APCs are responsible to their respective DoD Component CPM for program 
execution and management. APCs are responsible for the day -to-day operations of the DoD 
Travel Card Program. Each APC, in conjunction with the card contractor, shall maintain an up -
to-date list of all current cardholders and accounts to include information such as account names, 
account numbers, addresses, and telephone numbers.  Centrally Billed Account (CBA) APCs. 
The CBA APCs are those personnel designated by their activity commander or director as 
responsible for the management of CBAs used for the purchase of transportation services. 
 Unit Travel Cardholders. Holders of unit travel cards are designated by the activity commander 
or director as responsible for management of the CBA unit card.  Travel Cardholders. 
Cardholders for individually billed accounts (IBA) are personnel to whom travel cards have been 
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issued for use while performing official government travel. These personnel shall adhere to the 
procedures set forth in this Regulation and applicable DoD Component guidance. Individual 
cardholders are responsible for payment in full of the undisputed amounts due in the monthly 
billing statement from the card contractor.  
 
MANDATORY USE OF THE TRAVEL CARD 
Policy 
 
A. Use by DoD Personnel. All DoD personnel shall be required to use the 
government-sponsored, contractor-issued travel charge card for all expenses arising from official  
government travel, unless otherwise exempted. Although a traveler may be required to use the  
travel card, failure to use the travel card shall not be a basis for refusing to reimburse the traveler  
for otherwise appropriate charges. Such failure may, however, subject the traveler to appropriate  
administrative or disciplinary action. 
 
B. Travel Orders. All travel orders shall:  
1. Include the following statement notifying travelers of the  
requirements of the TTRA. “‘The Travel and Transportation Reform Act of 1998’ stipulates that  
the government-sponsored, contractor-issued travel card shall be used by all U.S. Government 
personnel (civilian and military) to pay for costs incident to official business travel unless  
specifically exempted by authority of the Administrator of General Services or the head of the 
agency.” 
2. Indicate whether the traveler is (or is not) a government travel card cardholder.  
3. If the traveler is a government travel card holder, indicate whether or not the traveler is 
exempt from the mandatory use provision of the TTRA. (This statement a lso authorizes 
alternative payment methods.) 
4. Indicate that government travel cardholders shall obtain cash, as authorized, through 
automated teller machines (ATMs), rather than obtaining cash advances from a DoD disbursing 
officer. 
 
Government-Wide and DoD-Wide Exemptions 
 
A. Classes of Personnel Exempted 
1. The GSA has exempted the following classes of personnel from mandatory use of the travel 
charge card: 
a. Employees who have an application pending for the travel charge card  
b. Individuals traveling on invitational travel orders  
c. New appointees. 
2. In addition to the government -wide GSA exemptions, the following classes of personnel are 
exempt from mandatory use of the card throughout the Department:  
a. Members of the Reserve Officer Training Corps and military personnel undergoing initial 
entry or initial skill training prior to reporting to their first permanent duty station  
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b. Military and DoD civilian personnel who are denie d travel charge cards or whose travel 
charge cards have been canceled or suspended for financial irresponsibility or for other specific 
reasons 
c. Hospital patients 
d. Prisoners 
e. Such military or DoD civilian personnel as approved by the Head of a DoD Component during 
(1) a period of war, (2) a national emergency declared by the President or the Congress, or (3) 
mobilization, deployment, or contingency operations 
f. Such military or DoD civilian personnel traveling to or in a foreign country where the pol itical, 
financial, or communications infrastructure does not support the use of a travel charge card  
g. Such military or DoD civilian personnel whose use of the travel charge card, due to 
operational, security, or other requirements of a mission, would pose a threat to national security, 
endanger the life or physical safety of themselves or others, or would compromise a law 
enforcement activity 
h. Direct and indirect hire foreign nationals  
i. Individuals employed or appointed on a temporary or intermittent basis upon a determination 
by the individual’s supervisor or other appropriate official that the duration of the employment or 
appointment or other circumstances pertaining to such employment or appointment does not 
justify issuance of a travel charge card to such individual 
j. Such military or DoD civilian personnel as are determined to be infrequent travelers. An 
infrequent traveler is one who travels two or less times per year.  
 
B. Classes of Expenses Exempted 
 
1. The GSA has exempted the following classes of expenses from the mandatory use of the travel 
charge card: 
a. Those incurred at a vendor that does not accept the government -sponsored, contractor-issued 
travel charge card  
b. Laundry/dry cleaning  
c. Parking 
d. Local transportation system fares 
e. Taxi fares 
f. Tips 
g. Meal charges when the use of the card is impractical (e.g., group meals or when the card is not 
accepted at a dining establishment)  
h. Telephone calls (when a government calling card is available for use in accordance with 
agency policy) 
i. Relocation allowances prescribed in chapter 302 of the Federal Travel Regulation, except en 
route travel and house hunting trip expenses.  
2. In addition to the GSA government -wide exemptions, the following classes of expenses are 
exempt from the mandatory use of the travel charge card throughout the Department of Defense:  
a. All expenses covered by the “meals and incidentals” portion of the per diem allowance  
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b. All local and long distance telephone calls 
c. All expenses incurred during a permanent change of station move and all expenses while on a .  
 
Exemptions Made by the Heads of DoD Components 
 
A. Class Exemptions. The Heads of DoD Components may exempt additional types or classes of 
expenses or types or classes of personnel from the mandatory use requirements of the TTRA. An 
exemption covering a type or class of expenses or type or class of personnel shall be approved by 
the USD(C) prior to implementation. 
B. Individual and Specific Expense Exemptions. The Heads of DoD Components may exempt 
any individual person or specific expense (i.e., a specific occurrence of an expense relating to a 
particular traveler or a single episode of travel) from the mandatory use requirements of t he 
TTRA. These exemptions do not require approval by the USD(C). 
C. Notifications of Exemptions. The Head of a DoD Component (or designee) who grants an 
exemption from the requirements of the TTRA shall, in accordance with statutory requirements 
and regulations promulgated by the Administrator for General Services, prepare and submit the 
following notifications: 
1. Not later than 30 days after granting an exemption for a type or class of individual or a type or 
class of expense covered by subparagraph 030303.A, above, notify the Administrator of General 
Services in writing of the granting of such exemption.  
2. Not later than 30 days after granting an exemption to any individual person or specific 
expense covered by subparagraph 030303.B, above, notify the Administrator of General Services 
in writing of the granting of such an exemption.  Notifications under subparagraphs 30303.C.1 
and 30303.C.2, above, shall state the reason for the exemption and be submitted directly to the 
Administrator of General Services, Attention: MTT, 1800 F Street, NW, Washington, D.C. 
20405. A copy of each notification shall be provided to the DFAS, Attention: DFAS-HQ/FMT, 
1931 Jefferson Davis Highway, Arlington, Virginia, 22240 -5291. 
 
Payment Methods Authorized When Exempted.  
 
When an exemption is granted from the mandatory use of the travel charge card, one or a 
combination of the following may be authorized for payment of travel expenses. City pair 
contractors, however, are not required to accept payments under subparagraphs 030304 .A or B 
below:  
A. Personal funds, including cash or a personal charge card  
B. Travel advances, or 
C. Government Travel Requests. 
 
NON-MANDATORY USE OF THE TRAVEL CARD 
 
Voluntary Card Use. 
An individual granted an exemption from mandatory use of the travel  card may continue to use 
the travel card on a voluntary basis.  
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Local Travel  
The travel card can be used for local travel expenses (i.e.,  
parking and tolls), but such use is not requi red under the TTRA. 
0305 PROGRAM STRUCTURE AND GENERAL TRAVEL CARD INFORMATION 
 
General Information 
A. Card Design. In accordance with the GSA master contract, government travel cards may be 
issued in either the regular card design (i.e., the U.S. Capitol dome with an airplane and the 
words: “For Official Government Travel Only”), the quasi -generic card, or generic card. The 
quasi-generic and generic cards do not have the special art work or statement identifying it as a 
"government" card. When security is an issue, a generic or quasi -generic travel card may be 
issued upon written request from the APC through the CPM to the card contractor.  
B. The Program. The DoD Travel Card Program consists of three products: individually billed 
accounts (IBA); centrally billed accounts (CBA); and travelers checks. 
C. Internet Based Electronic Travel Card Management System. The GSA master contract 
stipulates that the card contractors will offer an Internet based electronic travel card management 
system. These systems allow access via personal computers (PCs) in order to process and 
maintain DoD travel card accounts, display transaction and account data, and provide designated 
reporting information. The DoD Components shall determine whether individual cardholders 
will have system access for their accounts and will notify the TCPMO and contractor of that 
decision. DoD Component activities shall use the contractor’s Internet -based electronic travel 
card management system to the maximum extent possible. CPMs shall inform the car d contractor 
of any organizations (e.g., major commands, major subordinate commands, bases or 
installations) that lack connectivity to on-line services. The card contractor shall issue  
electronic program management reports as required. Paper reports are re ndered on an exception 
basis and require CPM/TCPMO approval. 
D. Automated Teller Machine (ATM) Access. Travelers may use the travel card at a specified 
network of ATMs to obtain cash needed to pay for “out-of-pocket” travelrelated expenses. The 
card contractor will assign a personal identification number (PIN) to each cardholder, together 
with card issuance to permit ATM access. ATM advances shall not be obtained earlier than 3 
working days before scheduled travel. The card contractor will charge the cardho lder a 
transaction fee for ATM use. This charge, which appears on the cardholder’s billing statement, is 
a reimbursable expense. In addition, some banks charge a service fee for ATM access. That fee 
also is reimbursable. Government travel advances will not be authorized for personnel who are 
eligible to be issued individual travel cards. 
E. Travelers Checks 
1. Cardholder Placed Order Via the Internet. If otherwise permitted, travelers checks may be 
ordered by the cardholder in predetermined amounts via the contractor’s Internet based 
electronic travel card management system. The contractor will charge a user fee for traveler’s 
checks purchases and these charges will appear on the cardholder’s billing statement. These fees 
are reimbursable expenses provided the cardholder requests reimbursement on the travel 
voucher. The issuance of travelers checks does not preclude the use of the ATM privilege, but 
does reduce the total amount available to the cardholder during that billing cycle.  
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2. Use in Lieu of Cash Advance. The issuance of travelers checks by a DoD Component is 
optional. Where used, travelers checks issued by an agency shall be treated as a cash advance. 
The APC, acting as an agent f or the Department, shall follow the instructions found in Volume 5, 
Chapter 3, of this Regulation. 
F. Merchant Category Codes (MCCs). These are codes established by the card network to 
describe merchant type. The Department blocks some MCCs as a measure to control 
inappropriate card use. Issues concerning MCCs should be addressed to the TCPMO.  
G. Refunds. Based on net charge volume, the GSA contract stipulates that the card contractor 
shall offer refunds to using government agencies. The formula used to compute these refunds 
varies between individual and central accounts, and includes a factor for the promptness of 
payments. Refunds are adjusted for amounts written off due to delinquency. The GSA deducts an 
industrial funding fee from the refunds, with the b alance sent by the contractor via electronic 
funds transfer to the applicable DoD Component. The refunds are computed and distributed each 
quarter. 
Eligibility 
A. DoD Personnel. Unless otherwise exempted, all DoD personnel (military and civilian) who 
travel in the performance of their duties shall obtain and use the DoD travel card. DoD personnel 
shall be issued only one travel card. If a DoD employee also holds Reserve Component 
membership, the travel card will be issued through the organization of his or her civilian 
employment. DoD civilian employees who also are active members of a Reserve Component are 
required to provide their full-time federal employer a copy of their inactive duty training 
schedule and active duty for training or annual training mili tary orders to support their use of the 
travel card for military duty.  
B. Foreign Nationals. Foreign Nationals who travel on behalf of employing DoD activities are 
authorized to use travel cards, but may not be eligible for the city-pair contract rates.  
C. Nonappropriated Fund Instrumentality (NAFI) Employees. NAFI employees of the 
Department are authorized to use travel cards.  
D. Recruiting Personnel. Military personnel assigned to recruiting duties are authorized to use 
travel cards for official reimbursable expenses in their local area.  
E. DoD Contractors. DoD contractors are not authorized to use government travel cards.  
Individually Billed Accounts (IBA). An IBA is an account where a travel card is issued to an 
individual employee. The cardholder receives the billing statement directly from the contractor at 
the address provided on the card application. It is his or her responsibility to notify the APC and 
the card contractor of changes in contact information such as a new address. Cardholders are 
responsible for payment in full of the amount stated on the monthly billing statement. To assist 
the traveler in fulfilling the payment responsibility, the DoD Component shall encourage 
cardholders to use the “split disbursement payment process” for travel reimb ursement. (See 
paragraph 080102 of this volume.) IBAs contain a unique numeric prefix which identifies the 
account as an official government travel card. This prefix identifies the account as eligible for 
government travel rates, including city pair rates,  and tax exemption when provided by state law. 
IBAs are issued as specified below: 
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A. Standard Travel Card.  
These are issued to individuals as recommended by the card contractor, or as directed by the 
commander or supervisor. In no case, however, may a standard travel card be issued to an 
individual who refuses a credit check (see paragraph 030605, below). The standard credit limit 
on these cards is $5,000 per billing cycle. The APC (or CPM or TCPMO) has the authority to 
increase the overall credit limit on the card beyond $5,000 to accommodate mission 
requirements. 
1. The ATM limit is $500 per billing cycle. APCs may raise the  
ATM limit to $4,000 per billing cycle and CPMs may raise t he ATM limit to $5,000 per billing  
cycle. ATM limits over $5,000 per billing cycle require TCPMO approval. DoD Components 
also may implement lower ATM limits. 
2. The retail limit (purchases for other than lodging, airfare, car  
rental and meals) is $250 per  billing cycle. APCs may raise the retail limit to $500 per billing  
cycle on a case-by-case basis and CPMs may raise the retail limit to $1,000 per billing cycle on a  
case-by-case basis. 
3. The effect of increases to ATM and retail limits does not 
automatically change the total credit limit on the card.  
 
B. Restricted Travel Card.  
These cards are issued to cardholders when recommended by the card contractor (and the APC 
concurs), requested by the applicant, or directed by the commander or supervisor. A res tricted 
travel card is the only individual card that is issued to individuals who refuse credit checks. (See 
paragraph 030605, below.) Restricted travel cards are the same in appearance as standard cards; 
however, they are inactive at issuance.  The total credit limit on a restricted card is $1,250 per 
billing cycle. This credit limit includes a $200 ATM limit and a $50 retail limit, with the 
remaining $1,000 available to charge meals, lodging, rental cars and miscellaneous expenses. 
APCs are authorized to raise these limits based on travel requirements. At the request of the 
cardholder, the APC may activate the restricted card for a specific travel event. Centrally Billed 
Accounts. Cards for CBA accounts are issued to DoD activities that make travel arrange ments 
and those activities guarantee payment. CBAs have no spending ceiling and payments are subject 
to the “Prompt Payment Act of 1982,” as amended. Such card contains the unique prefix “4486 
1600” that identifies the account as a CBA for official federal government travel. This prefix 
identifies the account as eligible for government travel rates, including city pair rates, and tax 
exemption. The APC shall forward any request to establish a CBA to the cognizant CPM. CBAs 
are issued for the following purposes. 
 
A. Transportation Travel Cards.  
Transportation travel cards are issued to government travel offices for use in purchasing 
transportation, including airline tickets, bus tickets, and rail tickets. These purchases are made 
through a commercial travel office (CTO). The CTO acts as an agent for the government travel 
office. The government travel office receives a monthly invoice from the travel card contractor. 
The CTO is responsible to reconcile the transportation purchases appearing on the invoice and 
forward the invoice to the government transportation office. The transportation office shall DoD 
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forward certified invoices to the designated disbursing office. 
 
B. Unit Travel Cards. 
DoD Components may use unit travel cards only when it is cost effective and in the best interest 
of the mission. Categories of travelers whose travel may be charged to unit travel cards include, 
but are not limited to, new recruits and employees who do not yet have travel cards, prisoners, 
and DoD group travelers. Components should limit the issuance of unit travel cards wherever 
possible and maximize the use of individual travel cards. Written approval of the cognizant CPM 
is required for issuance of a unit tr avel card. Upon receipt of the invoice, each designated unit 
cardholder is responsible for reconciling the travel card charges and promptly providing a 
validated copy of the statement to the unit account coordinator. The unit account coordinator is 
responsible for reconciling the charges appearing on the summary account monthly statement 
which is a composite (rollup) of all charges from all cards assigned to that organization. The unit 
account coordinator also is responsible for filing any necessary disputes with the travel card 
contractor. Once the billing statement is validated, the unit account coordinator shall obtain fund 
certification from the cognizant resource management office before forwarding certified billing 
statements, with any required support ing documentation, to the designated disbursing office. 
Costs exceeding published travel and per diem rates shall be approved using an authorization 
memorandum signed by the authorizing official.  
 
MANAGEMENT CONTROLS 
Training. The TCPMO and the DoD CPMs sh all ensure that travel card program training 
materials are distributed throughout the Department. Training materials include specific manuals, 
videos, and contractor products tailored for the Department. DoD Components shall advise new 
cardholders on proper use of the card and ensure that APCs and current travel cardholders are 
informed of policy and procedure changes to the travel card program. Training materials may be 
provided in hard copy and/or electronic media.  
 
Travel Card Applications 
Application forms are available via the card contractor’s Internet based electronic travel card 
management system or from the APC. Applications contain the following data: applicant’s name, 
social security number (SSN), current address, work and home phone numbers, the applicant’s 
authorization for a contractor performed credit check, the applicant’s signature and the 
supervisor or commander approval. When an applicant is given an application for a travel card, 
the APC shall give the applicant applicable program informat ion and have the applicant sign a 
“DoD Statement of Understanding for Travel Cardholders.” (See Appendix A.)  
 
Processing Routine Applications 
The APC shall request that the card contractor establish new individually billed accounts upon 
receipt of a properly completed application. The applicant, the applicant’s supervisor, and the 
APC shall sign the application. The APC shall complete the billing hierarchy string on the 
application before submitting the application to the card contractor. The APC shall fax the 
completed application, within 3 days of APC receipt, to the card contractor.  
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Processing Emergency Applications 
Emergency applications are defined as applications for employees who are scheduled to travel 
within 5 working days. The APC may call the contractor’s government card customer service 
unit (GCSU) to request an emergency travel card. The APC shall fax the application to the card 
contractor as soon as possible.  The APC shall annotate prominently the application “Emergency 
Application” and verify with the GCSU that the application has been received. The contractor 
shall process and send emergency cards within 24 hours to the individual cardholder’s stated 
address, the temporary duty location, or as directed by the APC. 
 
Credit Checks 
Credit checks shall be performed on all new card applicants. The applicant has the option to 
decline the conduct of a credit check. In that case, only a restricted card shall be issued. If the 
applicant agrees to a credit check the fact that a credit check has been performed will appear on 
the credit bureau’s record for the applicant and will be evident to subsequent credit grantors who 
request a credit check. This process is similar to instances wh en the applicant personally applies 
for credit. From the information obtained as a result of the credit check, the card contractor either 
shall issue a standard travel card, or shall recommend to the APC the issuance of a restricted 
card. In no case shall the card contractor provide credit history results to the APC. 
Recommendations from the card contractor are intended to assist the commander or supervisor in 
determining whether a standard or restricted travel card is the best option for the traveler. The 
commander or supervisor may override the contractor’s suggestion to issue a restricted travel 
card and authorize the APC to approve a standard travel card at any time except where an 
applicant declines a credit check.  
 
Issuance of Cards by Contractor 
 Upon receipt of a properly completed application, the card contractor shall send the travel card 
and cardholder agreement within 3 business days. The contractor shall mail the card to the 
individual cardholder’s stated address, temporary duty location, or as directed by the APC. The 
card contractor shall send PIN numbers associated with the ATM option separately from the card 
within 3 business days after receipt of the completed application. The card contractor shall allow 
the cardholder the later option to pe rsonalize his or her PIN.  
Misuse 
Commanders or supervisors shall not tolerate misuse of the DoD travel card and cardholders who 
do misuse their DoD travel cards shall be subject to appropriate administrative or disciplinary 
action. These cards shall be used only for reimbursable expenses associated with official travel. 
The following, while not reimbursable, are considered to be related to official travel. Therefore, 
the travel card can be used for the following purposes. 
A. Incidental Expenses. The cardhol der, while in a travel status, may use the card for non -
reimbursable incidental travel expenses such as rental movies, personal telephone calls, exercise 
fees, and beverages, when these charges are part of a room billing or meal and are reasonable.  
B. Expenses Incurred During Leave in Conjunction with TDY. The travel card also may be used 
for personal lodging or car rental charges, incurred in conjunction with otherwise authorized 
official travel expenses, when such charges are an integral part of the billi ng for the period spent 
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at the temporary duty location while on official travel (i.e., when a  
traveler spends a weekend or is authorized leave at a temporary duty location before or af ter 
TDY, and a room or car rental is continued into TDY, a weekend, or a period of authorized  
leave). 
C. Payments. The traveler shall pay for incidental nonreimbursable personal expenses covered by 
subparagraphs 030607.A and B, above, as part of the normal  billing process. 
 
APC RESPONSIBILITIES 
 
Program Management Information 
A. General. As the day-to-day manager of the travel card program, the APC shall maintain all 
pertinent records for cardholders while they are in the APC’s hierarchy. When the cardholde r 
transfers, the gaining APC shall establish needed records. For individual applicants, these 
records shall include: a copy of the application; a copy of the signed DoD Statement of 
Understanding (see Appendix A); and all other relevant correspondence pert aining to the 
cardholder (e.g., delinquency notification and requests for changes in spending limits).  
Due to the sensitivity of the data contained in these files, such data shall be maintained in a  
secure container or area that assures limited access.  
B. Organization Hierarchy Structure. APCs at all levels are responsible for maintaining their 
organizational hierarchy structure. This hierarchy is the link that identifies cardholder accounts 
to correct organizations within a parent Component. The APC is res ponsible for tracking arriving 
and departing cardholders to ensure validity of the organization hierarchy and the contractor 
reporting information.  
Account Transfers.  
APCs are directed to follow the procedures published in the contractor’s training guides  for using 
the electronic system to transfer cardholders.  
 
Termination 
The APC shall terminate a travel card upon a cardholder’s dismissal, retirement, or separation 
from the Department. Also, if applicable, the APC shall terminate the cardholder’s use of the 
card contractor’s Internet -based electronic travel card management system. 
Delinquencies.  
As the day-to-day manager of the travel card program, the APC shall monitor delinquencies and 
take appropriate actions as defined in section 0308, below. 
 
TRAVELER REIMBURSEMENT AND PAYMENT RESPONSIBILITIES 
 
Timely Reimbursement of Travel Expenses 
A. Reimbursement Within 30 Days. DoD personnel shall be reimbursed for authorized travel 
expenses no later than 30 days after submission of a proper travel claim to the office where the 
claim is to be approved. Therefore, a satisfactory recordkeeping system shall be maintained by 
the approving official to track submission and receipt of travel claims. For example, travel claims 
submitted by mail could be annotated with the date of receipt in the office where the claim is to 
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be approved. Travel claims submitted electronically to the approving official could be considered 
to have been received on the submission date indicated on the e-mail, or on the next business day 
if submitted after normal working hours. For fully automated travel applications, such as the 
Defense Travel System, the travel claim shall be considered to be received when the traveler 
releases the claim to the travel system. 
B. Travel Claim Errors  
1. If a travel claim contains an omission or an error, the claimant shall be notified about the error 
by the responsible official. The notification shall include the reason(s) why the travel clai m is not 
proper. The 30-day period for the government to make payment before application of a late 
payment fee will not commence until a correct travel claim is received. This procedure will be 
applicable to all travel claims submitted prior to May 1, 2002. 
2. Beginning with travel claims submitted on or after May 1, 2002, if a travel claim contains an 
omission or an error, it should be returned to the traveler within a 7 -day period. The notification 
shall include the reason(s) why the travel claim is not p roper. Once a corrected travel claim is 
received, the 30-day period for the government to make payment before application of a late 
payment fee will commence. . Late Payment Fees and Charges. Where payment of the travel 
settlement takes longer than 30 days  following receipt by the office where the claim is to be 
approved, a late payment fee may be required. This fee is payable, using the “Prompt Payment 
Act” interest rate, beginning on the 31  day after the submission of a proper travel claim and 
ending on the date that the payment is disbursed by the government. The only exception to the 
requirement for this payment is that no payments are required for amounts less than $1.00. In 
addition, the traveler shall be paid an amount equal to any late payment charg e that the card 
contractor would have been able to charge had the traveler not paid the bill. The Internal 
Revenue Service has determined that the late payment fee is reportable as interest and that the 
payment equal to the late payment charge is to be rep orted as additional wages. 
D. Systems Modifications. DoD Component travel systems shall be modified as necessary to 
capture the date of submission of a proper travel claim and compute entitlement for late payment 
fees due as a result of untimely settlement. 
E. Claims for Late Payment Fees. Pending implementation of system changes that will track late 
payments and automatically create and compute the entitlement resulting from such late 
payment, if a traveler believes that late payment fees are due, he or sh e shall submit a 
supplemental travel claim for late payment fees. Each such supplemental travel claim shall be 
submitted through the office where the claim is to be approved, where it will be annotated with 
the date that the original travel claim was recei ved. As DoD travel systems are modified to 
implement the automated late payment fee computation and entitlement requirement, there no 
longer will be a need for separate action by the traveler to file a supplemental travel claim for 
late payment fees. 
 
Responsibilities of Travelers for Payments 
A. Monthly Statements. Cardholders are responsible for payment in full of the amount stated on 
the monthly billing statement. To assist the traveler in fulfilling the payment responsibility, 
cardholders are encouraged to use the “split disbursement payment process” for travel 
reimbursement. (See paragraph 080102 of this volume.)  
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B. Disputed Charges. In the event that the billed amount contains cha rges that are disputed by the 
traveler, the traveler must obtain a dispute form from his or her APC and send that completed 
form to the travel card contractor. Detailed instructions will be provided by the APC.  
Fees Chargeable by the Contractor. 
 
The card contractor may charge a fee when a check submitted in payment of a bill is dishonored. 
In addition, a late fee per billing cycle may be assessed for individually billed accounts that are 
120 days past due. If an account is referred for collection, the card  contractor may charge the 
cardholder up to 25 percent of the account balance plus all costs of collection. The card 
contractor also may initiate garnishment proceedings through the judicial system against travel 
cardholders for accounts over 120 days delinquent and also may notify credit bureaus of these 
delinquencies. 
 
DELINQUENCY MANAGEMENT 
The GSA master contract specifies time frames when the contractor must notify the APC of 
impending suspension or cancellation of delinquent cardholder accounts.  
A. Mission-critical Travel. When mission related circumstances preclude the filing of interim 
vouchers, the APC is authorized to notify the card contractor to so advise and ensure that 
cardholders will not be identified as delinquent. Mission-critical travel is defined as travel 
performed by DoD personnel under competent orders and performing duties that, through no 
fault of their own, may prohibit the prompt payment of their outstanding travel charge card bills. 
This category is determined by the organizational  APC or CPM. While in this category, 
individual travel charge cards shall not be suspended or cancelled. Should there be outstanding  
bills, they shall be settled within 45 days of removal from this status. 
B. Long-term Travel. While in a long -term travel status, the standard is that the traveler shall file 
interim vouchers every 30 days, with split disbursement as the preferred means of settlement. 
Organizations should assist travelers by providing blank vouchers prior to departure and upon 
arrival at the t emporary duty location. 
C. Pre-suspension Notification for Accounts 55 Days Past Due. At 55 days past due, the 
contractor shall issue a pre-suspension notification to the APC. The APC shall notify the 
cardholder and the cardholder’s supervisor, by e -mail where possible, that the account will be 
suspended in 5 days if the contractor does not receive full payment of all undisputed amounts. 
The APC shall request that the supervisor notify the APC, within 5 days, of any reason that the 
account should not be suspended (e.g., mission-critical travel or long-term temporary duty). If 
the APC is given sufficient information by the cardholder’s supervisor to justify keeping the 
account active, the APC immediately shall advise the GCSU that the account should remain 
active. The APC should keep a record of the supervisor’s notification and related 
correspondence. (Sample notification letters are at Appendix A.)  
D. Suspension of Accounts 90 Days Past Due. At 90 days past due, the APC shall notify the 
cardholder’s supervisor and the next command level, via e-mail when possible, that the 
cardholder’s account has been suspended for nonpayment. Charge card privileges, which include 
ATM access and all charge capability, shall be blocked for this cardholder until payment  
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in full has been received by the contractor. If no action is taken toward this debt, the account  
shall be cancelled. The APC should keep a record of each notification. (Sample notification  
letters are at Appendix A.)  
E. Cancellation of Accounts 120 Days Past Due. At 120 days past due, the 
card contractor shall issue a cancellation notice to the APC. The APC shall notify the cardholder, 
and the cardholder's chain of command, by e -mail if possible, that the cardholder’s account shall 
be cancelled at 126 days past due if the contractor does not receive full payment of the 
undisputed amounts. The APC shall keep a record of each notification. If no action is taken  
toward this debt, collection action shall be taken by the travel card contractor beginning on the  
126th day past due. Once an account is cancelled, reinstatement may be made only when: (1) the  
account is paid in full and (2) the commander or director sends written correspondence to the  
card contractor requesting reinstatement. The contractor reserves the right to deny the  
reinstatement request. (Sample notification letters at Appendix A.)  
F. Cancellation of Accounts Suspended Two Times. Cancellation of an account also shall occur 
if the account has been suspended 2 times during a 12 -month period for nonpayment of 
undisputed principal amounts and again becomes past due. Accounts that have been suspended 
twice during a 12-month period shall be considered, for cancellation purposes, past due for  the 
third time at 45 days from the closing date on the statement of account in which the charge 
appeared. 
 
REPORTS PROVIDED BY CARD CONTRACTOR 
 
General.  
Reports are considered the primary program tools and shall be available via the contractor’s 
Internet-based electronic travel card management system. Due to the sensitive nature of all travel 
card reports, information contained therein shall be safeguarded. Mandatory reports are outlined 
in paragraphs 030902 and 030903, below.  
Reports Provided by Card Contractor for Each CPM 
A. Agency Summary Report. This report is a summary report, by Component, for all travel -
related expenses, transportation charges, ATM usage, and travelers checks transactions. This 
report segregates all charges and credits for each ind ividually or centrally billed accounts. 
B. Statistical Summary Report. This report lists, by Component, on a current and fiscal year 
basis, the dollar volume, ATM volume, travelers check volume, number of transactions, active 
cardholders, total accounts, new accounts, miscellaneous fees and identification of fees. 
C. Aging Analysis. This report identifies summary -level delinquency information by Component 
hierarchy. 
Reports Provided by Card Contractor for Each APC 
A. Cardholder Account Listing. This report identifies cardholder names, addresses, telephone 
numbers, SSNs, and account numbers assigned under the APC organization.  
B. Account Activity Report. This report identifies travel cardholder activity and ATM usage 
during the recent billing cycle.  
C. Delinquency Report. This report identifies delinquent cardholders and ages delinquencies by 
time frame (i.e., 30, 60, 90, 120, or more days).  
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D. Presuspension/Precancellation Report. This report lists accounts eligible for suspension or 
cancellation and identifies account names, account numbers, status, balances past due, and the 
number of days that each account is past due.  
E. Suspension/Cancellation Report. This report lists accounts that h ave been suspended or 
canceled and identifies account names, account numbers, status (suspended or canceled), date of 
status, balances past due, and the number of days that each account is past due.  
F. Renewal Report. This report identifies those cardholders whose cards are coming due for 
renewal. APCs shall review the information on this report monthly and take appropriate action.  
 
EFFECTIVE DATE AND IMPLEMENTATION 
The policies addressed in this chapter are effective immediately. Policies addressed in section 
0303, however, will apply only to travel beginning after April 30, 2000, and any labor relations 
obligation under Title 5, United States Code, chapter 71 shall be fulfilled prior to implementation 
of the policy with respect to employees represented by unions. 



U.S. ARMY SERGEANTS MAJOR ACADEMY (ANCOC) 
 
L430 OCT 03
 
ARMY WRITING STYLE
 
 

TRAINING SUPPORT PACKAGE 
 
 

 
 



D-1 

HANDOUTS FOR LESSON 1:  L430 version 1 
 

This Appendix 
Contains 

This appendix contains the items listed in this table-- 

Title/Synopsis Pages 

SH-1, Advance Sheet  SH-1-1 and SH-1-2 

SH-2, Extracted Material from AR 25-50 SH-2-1 

SH-3, Extracted Material from DA Pam 600-67 SH-3-1 

SH-4, The Army Writing Standard Programmed Text SH-4-1 thru SH-4-54 
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Student Handout 1 
 

Advance Sheet 
 
 

Lesson Hours This lesson consists of 1 hour and 20 minutes of conference/discussion and 30 
minutes of practical exercise. 

 
 

Overview As a leader you must prepare written correspondence to your leaders and 
subordinates in accordance with the Army writing style.  You must also review 
correspondence written by your subordinates.  Despite clear writing guidelines, 
some writing you see still won’t meet the standards of effective Army writing.  During 
this lesson you will review the Army writing style standards, active voice techniques, 
and the rules for constructing correspondence.  You will also learn about the quick-
screen edit that allows you to identify major violations of the Army standard for 
writing.  Additionally, you will learn about another tool, the clarity index, which will 
assist you in identifying other problems in Army writing  once you’ve conducted a 
quick-screen edit, corrected the errors, and the writing is still difficult to read. 

 
 
Learning 
Objective 

Terminal Learning Objective (TLO). 

 
Action: Examine written correspondence to determine compliance 

with the Army writing standard. 

Conditions: As a platoon sergeant in a classroom environment given  

AR 25-50 (SH-2), DA Pam 600-67 (SH-3), and SH-4. 
Standards: Examined written correspondence to determine compliance 

with the Army writing standard by—  
 
• Reviewing the standards for Army writing, active voice 

writing techniques, and general rules for constructing 
correspondence. 

• Performing a quick-screen edit on written correspondence. 
• Performing a clarity index on written correspondence. 
 
IAW AR 25-50 (SH-2), DA Pam 600-67 (SH-3), and SH-4. 

 
 ELO A Review the standards for Army writing, active voice writing techniques,  

   and general rules for constructing correspondence. 
ELO B Perform a quick-screen edit on written correspondence. 
ELO C Perform a clarity index on written correspondence. 
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Assignment The student assignments for this lesson are: 

 
• Read Student Handout 1, Advance Sheet. 
• Read Student Handout 2, Extracted Material from AR 25-50. 
• Read Student Handout 3, Extracted Material from DA Pam 600-67. 
• Complete Student Handout 4, The Army Writing Style Programmed Text.  

 
 
Additional 
Subject Area 
Resources  

TRADOC Reg 25-30 

 
 
Bring to Class • Pen or pencil. 

• Highlighter. 
• Calculator. 
• AR 25-50 (SH-2). 
• DA Pam 600-67 (SH-3). 
• SH-4, The Army Writing Style Programmed Text  

 
 
 
 



 SH-2-1

Student Handout 2 

Extracted Material from AR 25-50 
 

 
This Student 
Handout 
Contains 

This student handout contains 8 pages of extracted material from the following 
publication: 
 
AR 25-50, Preparing and Managing Correspondence, 3 June 2002 

 
  Cover Page  not numbered 
  Chapter 1   pages 1 thru 7 
 
 
Disclaimer:  The training developer downloaded the extracted material from the U.S. 
Army Publishing Directorate Home Page.  The text may contain passive voice, 
misspellings, grammatical errors, etc., and may not be in compliance with the Army 
Writing Style Program.  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 

   YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION. 
   DAMAGE, IN ANY WAY, TO INCLUDE HIGHLIGHTING, PENCIL 
   MARKS, OR MISSING PAGES WILL SUBJECT YOU TO PECUNIARY 
   LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION, ETC.) 
   TO RECOVER PRINTING COSTS. 
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Chapter 1
Preparing Correspondence

Section I
General

1–1. Purpose
This regulation prescribes Department of the Army (DA) policies, procedures, and standard formats for preparing and
processing Army correspondence.

1–2. References
Required and related publications and prescribed and referenced forms are listed in appendix A.

1–3. Explanation of abbreviations and terms
Abbreviations and terms used in this regulation are explained in the glossary.

1–4. Responsibilities
a. The Administrative Assistant to the Secretary of the Army will—
(1) Establish policies and procedures for preparing correspondence on behalf of the Secretary of the Army.
(2) Oversee Army correspondence on behalf of the Secretary of the Army.
b. The Deputy Chief of Staff for Personnel will develop policy and direction of correspondence management for

DA.
c. The Deputy Chief of Staff for Operations and Plans will incorporate effective and efficient Army writing into

training policy and will fund any special requirements.
d. Heads of Headquarters, Department of the Army (HQDA) agencies and commanders of major Army commands

(MACOMs), installations, activities, and units will supervise and manage the Correspondence Management Program
within their agencies or commands.

e. Commanders at all levels will actively support effective and efficient Army writing by working to eliminate poor
writing in their commands and providing training opportunities for all Army writers.

1–5. Restrictions to this regulation
This regulation has been made as complete as possible to avoid the need to issue additional instructions. The
correspondence formats outlined in this regulation take precedence over format instructions outlined in other regula-
tions or directives. Therefore, supplements to this regulation will be restricted to instructions that are unique to an
agency or command. Guidance found in DA Memo 25–52, dated 15 September 1996 (Staff Action Process and
Correspondence Policies), must be followed when preparing correspondence for signature by the Secretary of Defense;
Secretary of the Army; Chief of Staff, Army; Vice Chief of Staff, Army; and the Director of the Army Staff.

1–6. Objectives
The objectives of this regulation are to—

a. Create a standard of acceptance for written communication in the Army.
b. Provide clear instructions for the preparation of all correspondence. This should reduce the time needed for

training in this area.
c. Reduce the cost of preparing correspondence.
d. Standardize the preparation and distribution of correspondence.

Section II
General Correspondence Guidance

1–7. Methods of communication
a. Personal or telephone contact. Whenever possible and appropriate, conduct official business by personal contact,

local telephone, Defense Switched Network (DSN) or electronic mail (e-mail). A memorandum for record (MFR)
should be used to document any decisions or agreements reached during these communications.

b. Memorandum. The memorandum will be used for correspondence within a department or agency, as well as for
routine correspondence to Federal Government agencies outside the Department of Defense (DOD). Do not use the
memorandum format for corresponding with the families of military personnel or private businesses. See paragraph 2–2
for the proper use of the memorandum.

c. Letter. Letters will be used for correspondence addressed to the President or the Vice President of the United
States, members of the White House staff, members of Congress, Justices of the Supreme Court, heads of departments
and agencies, State governors, mayors, foreign government officials, and the public. Letters may also be used to
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address individuals outside the department or agency when a personal tone is appropriate, such as in letters of
commendation or condolence. See paragraph 3–2 for the proper use of the letter.

d. Electronic mail. Electronic mail may be used for unclassified organizational and individual information transfer.
e. Automated Digital Network (AUTODIN) messages. Use electronically transmitted AUTODIN messages or com-

mercial telephone only when other means of transmission will not suffice.

1–8. Direct communications
Send correspondence as directly as possible to the action office concerned. See paragraph 2–4a(4). Include the action
officer’s name and office symbol when addressing correspondence.

1–9. Routing through channels
a. Routing action correspondence. Route correspondence through commands, agencies, or offices expected to

exercise control or to take action.
b. Bypassing intermediate headquarters. Correspondence will not be routed through a headquarters that has no

interest or concern in the matter or action. However, a copy of the communication and the referral action will be sent
to the command, agency, or office that was bypassed. Routine correspondence may bypass intermediate headquarters
when—

(1) It is apparent that the intermediate headquarters is not concerned.
(2) No action is required.
(3) No controls need to be exercised.
c. Routing directly to the addressee. When there is not enough time to route a communication through channels and

still meet a suspense date, send it directly to the addressee. This is an exception to 1–9a. At the same time, send a copy
of the communication and referral action to the organizations that were bypassed.

d. Using technical channels. Use technical channels to route correspondence that deals with technical matters. This
includes technical reports, instructions, or requests for information that do not involve command matters. Before using
technical channels, ensure that the action is not one that should be sent through command channels. Do not use FOR
THE COMMANDER on the authority line of technical channel correspondence.

1–10. Quality of writing
Department of the Army writing will be clear, concise, and effective. Army correspondence must aid effective and
efficient communication and decision making. Writing that is effective and efficient can be understood in a single rapid
reading and is generally free of errors in grammar, mechanics, and usage. Refer to paragraphs 1–43 through 1–46 of
chapter 1 and appendix B of this regulation and to DA Pamphlet (Pam) 600–67, Effective Writing for Army Leaders,
for more information on effective and efficient Army writing. The standards contained in these references are the
mandated Army style.

1–11. Rewriting, retyping, and drafts
a. Correspondence and mission accomplishment. Correspondence helps the Army accomplish its mission. Informa-

tion clarity and efficient mission accomplishment are the most important aspects of correspondence.
b. Rewriting. Excessive revisions to create a perfect product are a waste of time. The objectives of good correspond-

ence are clarity and brevity. Do not rewrite internal DA correspondence unless it is clearly inadequate for the intended
purpose. Do not rewrite to correct minor errors in format, arrangement, and phraseology unless the correspondence is
going outside DA or to the general public.

c. Retyping. Do not retype DA correspondence to correct typographical errors, word omissions, or other minor errors
unless the changes are so numerous that the end result looks sloppy. Make corrections neatly and legibly with pen and
ink.

d. Drafts. When correspondence must be prepared for the approval or concurrence of another office, submit it in
draft form (unless it is known that it will not be changed). The approving or reviewing official will approve and return
the draft. Prepare the final correspondence for signature and attach the draft to the record copy.

1–12. Review of outgoing correspondence
Keep the number of times outgoing correspondence is reviewed to a minimum. Normally, make one review for
grammar, format, and content. When available, use electronic spell check. The senior secretary or administrative officer
of an organization should provide a final review of all the correspondence prepared for the signature of the signing
official.

1–13. Form letters
The term “form letter” is a generic term and encompasses memorandums and letters. Form letters save time and money
and often provide a higher level of quality than composed letters.

a. Economy. The form letter, when designed and used properly, is the most economical of all correspondence media.
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b. Appropriateness. Use a form letter to convey information about impersonal or routine matters.
c. Flexibility. Form letters that are well designed provide flexibility and can be adapted to serve almost all the needs

for which a form letter is economical and appropriate.
d. Forms approval and control. See AR 25–30, The Army Publishing and Printing Program, for information on

approval procedures and forms control.

1–14. Exclusive For correspondence
a. Use. Use Exclusive For correspondence for matters of a sensitive or privileged nature. Keep its use to a minimum

to avoid delay of action if the named addressee is absent or unavailable to receive and act on the correspondence.
Prepare Exclusive For correspondence in either the letter or memorandum format.

b. Addressing. Address Exclusive For correspondence to the name and title of the addressee.
c. Handling. When preparing Exclusive For correspondence, place it in a sealed envelope. Type and underline the

words Exclusive For on the envelope. Distribution center and mailroom workers will give this kind of mail to
addressees unopened.

d. Personal For. The term Personal For is not authorized for use on Army correspondence, but it is used in certain
electronic message traffic as prescribed in AR 25–11, Record Communications and the Privacy Communications
System.

Section III
Specific Correspondence Guidance

1–15. Dissemination of command instructions
The acronyms ALARACT (all Army activities) and ARSTAF (Army Staff) are used only in electronically transmitted
messages. These acronyms assign responsibility for distribution instructions. Do not use them in Army correspondence.

1–16. Abbreviations and brevity codes
a. Memorandums. Use abbreviations and brevity codes authorized in AR 310–50, Authorized Abbreviations and

Brevity Codes, for memorandums. Use standard dictionaries for abbreviations not contained in AR 310–50. Prescribing
regulations for various technical fields also provide authorized abbreviations, acronyms, and brevity codes. Abbreviated
ranks are authorized for memorandums and personal correspondence. General officers will use their full rank on all
formal or official correspondence.

b. Letters. Use only common abbreviations found in standard dictionaries. Do not use military abbreviations, brevity
codes, acronyms, or military jargon in letters addressed to persons outside the Department of Defense. Military
personnel will use their full rank (for example, Lieutenant General, Major General, Captain, Sergeant First Class, and
so forth) for letters.

c. Abbreviation guidelines.
(1) Established abbreviations are acceptable in all but the most formal writing. For reading ease, use only well-

known abbreviations or those you think would be known by the recipient.
(2) When a word or title that is not well known will be used more than once in a document, place the abbreviated

form in parentheses after the first time the word or title is used. Thereafter, only the abbreviated form is used. Do not
place the abbreviated form of a word or title after the spelled out version of the word or title if the word or title will
not be used more than once.

(3) Do not place a period after abbreviated words in addresses, for example, St (street), Blvd (Boulevard), and so
forth. The word Fort can be abbreviated (Ft) when used with a location.

1–17. Acronyms
Use military and civilian acronyms in memorandums, if appropriate. Do not, however, use military acronyms when
writing to individuals or organizations who would not be familiar with their use. When an acronym that is used more
than once is not well known or is not contained in AR 310–50, spell out the word or title the first time it is used and
follow it with the abbreviated form. Thereafter, the acronym may be used. Above all, do not overuse acronyms.

1–18. Letterhead
a. Letterhead identifies the originating agency and provides the agency’s complete standardized mailing address.

The letterhead does not show the organizational structure of the agency, nor should it do so. Therefore, do not make
internal office designations part of the letterhead.

b. Computer-generated letterhead will be used for all official correspondence and will conform to the following:
(1) Use only the approved letterhead template provided by US Army Publishing Agency at www.usapa.army.mil.
(2) No other seal, emblem, decorative device, distinguishing insignia, slogans, or mottos will be used unless

approved by the Secretary of the Army.
(3) All computer-generated letterhead will be printed on white paper.
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(4) Letterhead will be printed with black ink.

1–19. Paper
Paper used for Army correspondence will be the standard 8 1⁄2 - by 11-inch size. Continuing efforts will be made to
conserve paper and to minimize the use of high cost premium grade paper by adhering to the following:

a. Original pages. Use computer-generated letterhead for the first page of all formal memorandums and letters
except when an approved form is prescribed. Use plain white paper for continuing pages.

b. Copies.
(1) Use photocopies of original pages when sending outside the originating agency.
(2) Use photocopies for record copies if necessary. Type, stamp, or write clearance or coordination ladders only on

record copies.

1–20. Type fonts and sizes
When creating official correspondence, use type fonts and sizes that make the correspondence easy to read and
understand. The following guidelines will provide the best results:

a. A font with a point size smaller than 12 or larger than 14 should be avoided. When possible, a 12-point size will
be used.

b. Preferred type fonts are Times Roman and Times New Roman.
c. Unusual type styles, such as script, should not be used to create official correspondence.

1–21. Ink color
Use black or blue ink to sign communications. Black ink will be used to stamp dates and signature blocks.

1–22. Using one side of paper
Prepare original correspondence using only one side of a sheet of paper; however, correspondence should be repro-
duced on both sides of the paper.

1–23. Copies
a. Record copy. Make one record or file copy of correspondence after original has been signed and dated. Stamp or

write “record copy” or “file copy” along the edge of the right margin. Maintain file copies in accordance with Army
recordkeeping system requirements.

b .  R e a d i n g  f i l e  c o p i e s .  I f  r e a d i n g  f i l e s  a r e  u s e d ,  m a i n t a i n  i n  a c c o r d a n c e  w i t h  A r m y  r e c o r d k e e p i n g  s y s t e m
requirements.

c. Copies furnished. Use “copies furnished” to keep other than the prime addressee informed of an action. Make
copies after original has been signed and dated.

1–24. Classified and special handling correspondence
a. General. Information that requires protection against unauthorized disclosure in the interest of national security

shall be classified. Correspondence containing classified information will be safeguarded as prescribed in AR 380–5,
Department of the Army Information Security Program. The contents of a classified communication will be revealed
only to individuals who have the appropriate security clearance and whose official duties require such information.

b. Marking classified correspondence. See chapter 8 and AR 380–5 for detailed instructions on marking and
downgrading instructions.

c. Use of FOR OFFICIAL USE ONLY (FOUO) marking. See AR 25–55, The Department of the Army Freedom of
Information Act Program, for the proper use and marking of FOUO material.

1–25. Identification of writer
Normally, when writing any type of correspondence, the writer will be identified by military rank or civilian prefix,
name, telephone number, and if appropriate, facsimile number and e-mail address. This information is generally placed
in the last paragraph of the correspondence.

1–26. Identification of originating office
a. Office symbols are used to identify the office of origin for memorandums and electronically transmitted messages

within the DA. Use the office symbols when addressing or replying to memorandums.
b. Office titles are used to identify the office of origin for letters. See paragraph 3–7a(2)(b).

1–27. Expression of date
a. Dates on memorandums. Express dates on memorandums in only these two ways: 1 January 2000 or 1 Jan 00.

The four digits for the year will be used only when the month is spelled out or when date stamps reflect abbreviated
months and four-digit year.
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b. Dates on letters. Express dates on letters and refer to dates within letters only in this way: January 1, 2000.
c. Separating date elements. Avoid separating any of the three date elements (day, month, and year) from each

other, but if it is absolutely necessary, the four-digit year may be carried over to the next line when the month is
spelled out.

1–28. Expressing time
Military time will be expressed in a group of four digits, ranging from 0001 to 2400 based on the 24-hour clock
system. The first two digits represent the hour after midnight and the last two digits represent the minutes. For
example, 1:37 p.m. civilian time is expressed as 1337 military time. The word hours will not be used in conjunction
with military time. Use civilian time in letters.

1–29. Suspense date
a. Use a suspense date on memorandums when a reply is required by a certain date. (See fig 2–2.) Suspense dates

should be reflected in the body text and appear in bold. Do not use suspense dates on letters.
b. Consider the following time factors in setting a suspense date on correspondence:
(1) Number of days required to transmit the communications.
(2) Number of days needed to complete the action.
(3) Number of days required to transmit the reply.

1–30. Addressing
Address correspondence and envelopes as prescribed in AR 25–51, Official Mail and Distribution Management, and
chapter 5 of this regulation.

1–31. References
List references in the first paragraph of the correspondence. Enclose copies of references that are not readily available
to the addressee. List and number references in the order they appear in the correspondence. When references do not
appear in the text of the correspondence, list them in ascending date order (oldest to most recent). Include the
following information as a minimum:

a. Publications. When listing publications, include the number, title, and date, for example, AR 25–50, Preparing
and Managing Correspondence, 21 Nov 88; and (for a supplement and change) USASC, Suppl 1, 3 Mar 95, to AR
710–2, Inventory Management Supply Policy Below the Wholesale Level, 31 Oct 97; and Change 2, 15 Oct 99, to DA
Pam 27–9, Military Judges’ Benchbook, 30 Sep 96.

b. Correspondence. When referencing correspondence, include the type of correspondence, organization of origin,
office symbol, date, and the subject of the correspondence, for example, Memorandum, HQ USAMC, AMCIO–F, 20
Feb 88, subject: Training for AMC Personnel; and Message, HQ TRADOC, ATPL–TD–OR, 101623Z Sep 84, subject:
Correspondence Management. When referencing e-mail or facsimiles, use the name of the sender and the office symbol
(if included), for example, E-mail, HQ TRADOC (ATPL–TD–OR), Mr. Sam Jones, 3 Nov 96, subject: Correspondence
Management; and Fax, HQ FORSCOM, Ms. Ella Johns, 25 Feb 97, subject: Copier Management.

c. Referencing classified or unclassified material. (See chap 8 for portion marking.) Use the following guidelines
when referencing unclassified material in a classified document or referencing classified material in a classified or
unclassified document.

Note. When the reference contains classified information or is required to be placed within a classified document, portion-mark the
reference and the subject of the reference with the appropriate classification symbol. See AR 380–5 for guidance.

(1) When referencing a classified document in unclassified correspondance, show the classification of both the
referenced material and the subjuct, for example, Secret message, HQ TRADOC, ATCG, 201623Z Sep 94, subject:
Correspondence Management (U).

(2) When referencing unclassified correspondence in a classified document, show the classification of the referenced
material and the subject, for example, (U) Unclas message, HQ TRADOC, ATPL–TD–OR, 201623Z Sep 84, subject:
Correspondence Management (U).

(3) When referencing a classified document that has a classified subject in classified correspondence, show the
classification of both the reference and its subject, for example, (C) Secret message, HQ TRADOC, ATCG, 201623Z
Sep 94, subject: Correspondence Management (C).

(4) When drafting an unclassified document and the subject of the reference(s) is classified, the document must
show the classification assigned to the referenced subject. The document then becomes classified to the level of the
reference cited and must be marked appropriately. (See AR 380–5 and chap 8 for proper marking of classified
correspondence.)

(5) When drafting an unclassified piece of correspondence that contains a mixture of classified and unclassified
references although all subjects are unclassified, show the classification marking for each reference. Here are examples
of references:
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(a) (U) Secret message, HQ TRADOC, ATCG, 201623Z Sep 94, subject: Correspondence Management (U).
(b) Unclas memorandum, HQ TRADOC, ATCG, 20 Sep 94, subject: Correspondence Management (U).
(c) (U) Conf message, HQDA, DAPC–ZX, 201624Z Sep 94, subject: Correspondence Management (U).
(6) When preparing messages or when referencing correspondence on messages within messages, see AR 25–11 for

guidance.
(7) When drafting unclassified correspondence that contains unclassified references, do not mark it to indicate its

unclassified status.
d. Paragraphs of regulations or publications.
(1) When citing a regulation or publication, cite its number, name, and date: DA Pam 600–67, Effective Writing for

Army Leaders, June 1986.
(2) When referencing a specific paragraph in a regulation or publication, cite the regulation or publication number,

name, paragraph, and date, for example, DA Pam 600–67, Effective Writing for Army Leaders, paragraph 3–1a, June
1986. If the regulation has been listed as a reference in the first paragraph of the memorandum, additional references
need only include the paragraph number and the number of the regulation, for example, DA Pam 600–67, paragraph
3–1a.

e. Telephone conversations or meetings. When referencing telephone conversations or meetings, first cite the
communication, then the individuals’ headquarters or office of location, the date, and the subject, if applicable:

(1) Reference telephone conversation between Mr. Smith, this office, and Ms. Jones, TRADOC, 23 Jan 95, subject:
Office Copiers.

(2) Reference meeting between Ms. Jones, TRADOC, and Mr. Smith, this office, 23 Jan 95, subject: Office Copiers.
f. Referencing material that has the same subject. The term “subject as above” or the acronym “SAB” may be used

in lieu of stating the subject in memorandums. This does not apply to letters.

1–32. Authority lines
Chapter 6 explains in detail the composition and proper use of authority lines.

1–33. Complimentary close
Chapter 3 explains in detail the composition and proper use of complimentary close.

1–34. Signature blocks
Chapter 6, section II, explains in detail the composition and proper use of signature blocks for military and civilian
personnel.

1–35. Postscripts
A postscript (P.S.) is an informal technique to add an afterthought to a communication; do not use in official
correspondence.

1–36. Page and paragraph numbering
See chapters 2 and 3 for exact guidance on paragraph and page numbering and placement of the page number.

1–37. Underlining, using boldface type, and italicizing for emphasis
Use underlining, boldface type, and italics only to emphasize a specific or important fact. Overuse of these methods for
emphasis (like overuse of the exclamation point) defeats its own purpose. In general, substitute more specific or
forceful words to gain emphasis.

1–38. Distribution formulas
Develop a distribution formula that is easy to understand and use. Ensure that it is a fast and cost-effective way to
distribute information to a great number of addresses. Do not use internal distribution formulas for correspondence
external to your command or installation. (See AR 25–51.)

1–39. Identifying and listing enclosures
Use enclosures for memorandums and letters. Number and attach all enclosures in the same order in which they appear
in the body of the correspondence. Place the identification of each enclosure in the lower right corner of the first page,
in pencil, before making copies. Specify enclosures in the text. See paragraph 4–2 for proper listing of enclosures.
Attachments to enclosures are referred to as enclosures to enclosures (for example, enclosure 3 to enclosure 2).

1–40. Nine-digit ZIP Code (ZIP+4 Code)
Use the ZIP+4 Code on all return envelope addresses and on all “FOR” addresses. The ZIP+4 Codes will be used on
all letterhead.
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1–41. NATO correspondence
Correspondence for NATO purposes is governed by Standardization Agreements. See guidance in appendix F.

1–42. Recordkeeping requirements
This regulation requires the creation, maintenance, and use of the specific record FN 25–50a (Delegation of signature
authority), in accordance with AR 25–400–2.

Section IV
Effective Writing and Correspondence: The Army Writing Style

1–43. Goal
The goal of all Army correspondence is effective communication.

1–44. Standards for Army writing
a. Effective Army writing transmits a clear message in a single, rapid reading and is generally free of errors in

grammar, mechanics, and usage.
b. Good Army writing is concise, organized, and right to the point. Two essential requirements include putting the

main point at the beginning of the correspondence and using the active voice (for example (main point up front), “You
are entitled to jump pay for the time you spent in training last year”).

c. The standard English sentence order, subject-verb-object, works best. It speeds communication and helps the
reader understand the main point.

d. Active writing—
(1) Emphasizes the doer of the action.
(2) Shows who or what does the action in the sentence, or puts the doer before the verb.
(3) Creates shorter sentences. Eliminating the passive voice reduces the number of words in a sentence.
(a) Passive: The PT test was passed by SGT Jones (eight words).
(b) Active: SGT Jones passed the PT test (six words).
e. The passive voice is easy to recognize. A verb in the passive voice uses any form of “to be” plus the past

participle of a main verb (for example, am, is, are, was, were, be, being, been), plus a main verb usually ending in “en”
or “ed” (for example, were completed, is requested).

1–45. Constructing military correspondence
a. General techniques. Focus first on the main point to construct basic military correspondence. Use of the active

voice is the basic style of Army writing.
b. Specific techniques. Meeting the standards for correspondence requires specific techniques. Use these additional

rules of correspondence construction to improve effectiveness.
(1) Use short words. Try not to use more than 15 percent over two syllables long.
(2) Keep sentences short. The average length of a sentence should be about 15 words.
(3) Write paragraphs that, with few exceptions, are no more than 10 lines.
(4) Avoid jargon.
(5) Use correct spelling, grammar, and punctuation.
(6) Use I, you, and we as subjects of sentences instead of this office, this headquarters, this command, all

individuals, and so forth.
(7) Write one-page letters and memorandums for most correspondence. Use enclosures for additional information.
(8) Avoid sentences that begin with “It is ...,” “There is ...,”or “There are ....”

1–46. Packaging correspondence
a. Structure. The simplified formats in this regulation are specific ways of structuring particular kinds of corre-

spondence. Packaging, however, applies to all Army writing.
b. Framework. Packaging is the general framework of military writing style. All formats start with this standard

structure and are tailored to each type of correspondence.
c. Packaging. Structure correspondence for easy quick reading:
(1) First, open with a short, clear purpose sentence.
(2) Next, put the recommendation, conclusion, or more important information as the main point. (These first two

steps can be combined in some correspondence.)
(3) Last, clearly separate each section. Use short paragraph headings or section titles.
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Chapter 1
Introduction

1–1. Purpose
This pamphlet is a leader’s manual. It –

a. Provides accessible information on what kind of staff writing
to demand and how to have it produced.

b. Explains in detail what good Army writing is and how to
establish uniform Army writing standards.

c. Describes two quantifiable tools to reinforce better writing.
d. Provides examples of the new standard for Army writing.

1–2. References
a. Required publication. AR 600–70, The Army Writing Pro-

gram, is a required publication. (Cited in para 2–1d.)
b. Related publication. (A related publication is merely a source

of additional information. The user does not have to read it to
understand the pamphlet.) AR 340–15, Preparing and Managing
Correspondence, is a related publication.

1–3. Why there is an Army Writing Program
a. Too much Army writing does not communicate well. It con-

fuses rather than clarifies; it is wordy rather than concise; it hides
the main idea rather than getting to the point.

b. We all recognize the particular style described in a above as
“Army” writing. The Army has developed this style collectively.
That means that, collectively, we can build a better style.

c. Information overload and the complexity of the modern Army
demand a more effective style and a new standard for writing.

1–4. Defining the standard
a. According to AR 600–70, the standard for Army writing is

writing you can understand in a single rapid reading, and is gener-
ally free of errors in grammar, mechanics, and usage.

b. Good Army writing is clear, concise, organized, and right to
the point.

Chapter 2
Leadership and Writing

2–1. Why we need a leader writing pamphlet
a. Leaders lose too much time grappling with poor writing.
b. Poor writing hinders decisions.
c. Only leaders can make this new style happen.
d. Paragraph 2e of AR 600–70 requires all commanders to up-

hold a common standard.

2–2. A different kind of writing pamphlet
a. This is a leader’s manual, not a thick staff officer’s guide. This

pamphlet provides accessible information on what kind of writing to
demand and how to get your staff to produce it.

b. Most significantly, the Army has set a standard for good writ-
ing and developed staff writing rules to reach that standard. You’ll
find those in this pamphlet as well.

2–3. Your role as an Army leader
This pamphlet has three primary sections and will assist you as an
Army leader to —

a .  I s s u e  t h e  g u i d a n c e  t o  e s t a b l i s h  u n i f o r m ,  e f f e c t i v e  w r i t i n g
standards.

b. Be a mentor to your subordinates using specific tools.
c. Show the new standards using sets of examples.

Chapter 3
Issuing the Guidance

3–1. Style Rules
Take these guidelines and publish them as your office writing rules
to establish the new Army writing rules to establish the new Army
writing standard. Require all people who write for you–

a. Put the recommendation, conclusion, or reason for writing—
the “ bottom line ”—in the first or second paragraph, not at the end.

b. Use the active voice.
c. Use short sentences (an average of 15 or fewer words).
d. Use short words (three syllables or fewer). (See the clarity

index in paragraph 4–3.)
e. Write paragraphs that, with few exceptions, are no more than 1

inch deep.
f. Use correct spelling, grammar, and punctuation.
g. Use “I,”“you” and “we” as subjects of sentences instead of

“this office,”“this headquarters,”“all individuals,” and so forth, for
most kinds of writing.

3–2. Two essential changes
These new writing guidelines mandate two critical changes that
leaders must demand. The first change alters the structure of all
Army writing; the second change transforms the style.

a. Structure—main idea first.
(1) Require all staff writing to begin with the main idea. The

greatest weakness in ineffective writing is that it doesn’t quickly
transmit a focused message. Too much Army writing hides the main
point. Insist, as business writers do, on the “bottom line” first. Have
subordinates start with the information they would keep if they had
to get rid of all the rest.

(2) Require specific packaging of all writing. Focusing first on
the main point changes the overall construction of Army writing.
This restructuring, called packaging, is the framework of the new
writing style. Packaging is not format. Formatting begins after pack-
aging to tailor the writing to a specific purpose. To package–

(a) Open with a short, clear purpose sentence.
(b) Put the recommendation, conclusion, or most important infor-

mation (the main point) next. (Some writing combines the purpose
and the main point.)

(c) Clearly separate each major section. Use paragraphs, head-
ings, or section titles.

(d) Use a specific format if one is appropriate.
b. Style – the active voice.
(1) The major style change that makes Army writing clear, direct

communication is using the active voice rather than passive voice.
Many Army writers overuse the passive voice and create sentences
that are indirect and unfocused, and that slow communication. The
passive voice hides the doer of the action, blocking communication.
Active example: Army beat Navy. Passive example: The Navy has
been beaten by Army.

(2) The active voice is direct, natural, and forceful.
(3) The active voice does more than make sentences clearer – it

shortens sentences. Eliminating the passive voice reduces a piece of
writing by about 20 percent.

(4) The passive voice is actually very easy to recognize: it uses
one of the eight forms of to be plus a verb usually ending in –en or
–ed. Example: am, is, are, was, were, be, being, been plus the –en,
–ed word (is requested, were eaten).

(5) When you see verb constructions like the examples in (4)
above, you know the writing is passive. Although sometimes the
passive is appropriate, most of the time it is not. Examples: The
passive voice is abused in Army writing. When vagueness is wan-
ted, the passive voice is selected by many writers. A direct style, on
the other hand, is created by the active voice.

(6) When you see writing in the passive voice, have the writers
change it to active voice. Tell your subordinates to put the subject
first in sentences and they will become active writers. Example:
Army writing abuses the passive voice. Army writers select the
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passive voice when they want to be vague. The active voice, on the
other hand, creates a direct style.

Chapter 4
Being a mentor

4–1. General
Despite clear staff writing guidelines and focusing on only two
essential changes, some of the writing you see won’t meet the new
standards. Most supervisors have little trouble identifying poor writ-
ing. Many, however, have problems knowing how to fix it or coun-
sel someone else on how to fix it. Use the tools discussed in
paragraphs 4–2 and 4–3 to give your subordinates specific, quantifi-
able feedback.

4–2. The quick–screen edit
This editing tool identifies major violations of the Army standard
for writing. To use the quick–screen edit, simply do the following:

a. use a highlighter, pencil or pen.
b. In a single, rapid reading highlight, circle, or underline–
(1) The “bottom line,” the purpose of the piece of writing.
(2) Any forms of the verb to be used with a past participle ( a

verb ending in “–en” or “–ed”). This identifies the passive voice.
(3) Any unnecessary long words or jargon.
(4) Spelling, punctuation, or grammar mistakes.
c .  H a v e  y o u r  p e o p l e  r e v i s e  t h e  f o u r  t a r g e t e d  a r e a s .  I n  t h e

revision–
(1) Move the “bottom line” to the beginning of the writing if it is

not there already.
(2) Change only the other highlighted problems.
(3) Check the writing for packaging.
d. See figure 4–1 for an example of highlighting, using the qui-

ck–screen edit. (The reverse type in fig 4–1 represents use of high-
lighting.) Figure 4–2 shows the revised example.

e. This quick–screen edit is a quick, effective screen. It’s quick
because you only read it once. It’s effective because you highlight
specific errors. It’s a screen because you highlight only those errors
that are distracting.

f. With this technique, you chow subordinates exactly what to
revise without requiring a complete rewrite.

4–3. The clarity index
Some writing problems do not lend themselves to a quick–screen
edit. A second tool, the clarity index, pinpoints tow other major
reasons why writing that arrives on the desk is often confusing and
difficult to read.

a. Long words and long sentences make writing difficult to read.
Such writing does not meet the new standards of Army writing. The
clarity index provides a yardstick to measure how readable writing
is. If you suspect that writing is not effective, this yardstick is
helpful to quantify the problem.

b. The clarity index is based on word and sentence length. Select-
ing a sample of 200 words or less, use the formula below. (For
graphic representation of the formula, see fig 4–3.)

(1) Count the number of sentences.
(2) Count the number of words.
(3) Divide the number of words by the number of sentences to

get the average sentence length. (The target average is 15 words per
sentence.

(4) Count the number of words that have three syllables or more.
(5) Divide the number of long words by the total of words to

determine the percentage of long words. (The target is 15 percent.)
(6) Add the average sentence length to the percentage of long

words.
(7) The sum is the clarity index. (The target is 30.)
c. If a writer eliminates long words and long sentences without

changing meaning, writing becomes clearer. The writer is not pro-
ducing simplistic papers or insulting the reader’s intelligence. In-
stead, time–savings and understanding increase.

d. Use the clarity index once to quantify the density of a piece of
writing for subordinates. Then have them periodically monitor their
own writing. See figures 4–4 and 4–5 for examples of how to
compute a clarity index.

e. Use the following Rules of thumb for the clarity index:
(1) Below 20, writing is too abrupt.
(2) Over 40, writing is difficult to understand.
(3) Aim for an index of 30.

Chapter 5
Showing the New Standards

5–1. Establishing the guidelines
a. The two essential changes – packaging and active writing –

and the seven style techniques create a new standard for Army
writing.

b. The quick–screen edit and the clarity index help enforce the
new standard.

5–2. Setting the examples
a. The examples in figures 5–1 through 5–6 demonstrate the

results of applying the leadership guidelines in this pamphlet to
Army writing. Read and compare the examples. Do not accept
writing like that labeled “poor writing.” Only accept writing like
that labeled “good writing.” Use figures 5–1 through 5–6 as exam-
ples for your subordinates.

b. The memorandum at figure 5–1 has a clarity index of 42.
That’s too high. The paper is far too long, is filled with jargon, the
passive voice, and is not focused. Packaging in figure 5–2 brings the
recommendation to the top and eliminates unnecessary verbiage.
The example in figure 5–2 has a clarity index of 23.

c. Much of figure 5–3 is error–riddled or Army jargon. It’s an
attempt to sound “serious” and military. Writing like this slows
communication and sends the wrong message about the writer. Note
the difference in figure 5–4.

d. The other examples of standards in this pamphlet reflect the
dramatic difference brevity makes to bring about more effective
writing. Although the example at figure 5–5 is short, it has a more
basic problem – packaging. Notice that figure 5–6 does not look
markedly shorter, although it is. This document’s legal nature does
mean some things cannot be cut out. It’s much improved, however,
because the “bottom line” is up front and the paragraphs are short.
Packaging speeds communication.

A microcomputer can help this office speed up actions which is very important to getting all missions accomplished. By using the data base
software, we can keep track of all training and not allow repetitive training. WE can use the work processor to do our administrative actions
and speed up our ability to do work. We need such and instrument at this time.

Figure 3-1. Example of writing without packaging
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1. I request a microcomputer for this office.
2. We need a microcomputer to:

a. Monitor training.
b. Increase the amount of work we can do.

c. Handle our administrative jobs.

Figure 3-2. Example of writing with packaging

Figure 4-1. Example of a quick–screen edit highlight

1. We need to prepare requests immediately to get the furniture new purchasing data authorizes.

2. The Army permits buying overseas quarters furniture if it is cheaper than shipping personnel furniture. We have conducted new cost
comparison studies that entitle us to buy furniture.

Figure 4-2. Example of revised writing

A. Number of sentences ____ B ÷ A = words/sentence _____
B. Number of words ____ C ÷ B = % long words + _____
C. Number of long words ____ Clarity Index = _____

Figure 4-3. Computing clarity index
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Example: Summary of Action

1. Herewith is the Summary of action concerning the elimination case of the captioned officer. You will recall that when I briefed you on
this case, I suggested that the Vice Chief be informed of my recommendation since he, as CG FORSCOM, initiated the Board of Inquiry and
ultimately recommended approval of that Board’s recommendation for elimination under other than honorable conditions. You left the matter
of briefing the Vice Chief up to me and advised that after I had made up my mind in that regard you would make your decision in the case.

2. I asked for and had an interview with the Vice Chief. I explained that I wanted him to know about my recommendation to you in the case
since he had initiated the Board of Inquiry and had ultimately recommended approval of that Board’s recommendation for the elimination of
LTC Jones with an under other than honorable conditions discharge. The Vice Chief was grateful for my courtesy but made no comment as to
whether he was in agreement or nonconcurred with my recommendation.

A. Number of sentences 6 B ÷ A = words/sentence 29
B. Number of words 176 C ÷ B = % long words + 16
C. Number of long words 29 Clarity Index = 45

Figure 4-4. Clarity index of original writing

Sample Solution: Summary of Action

Here is LTC Jone’s case summary.

I did decide to meet with the Vice Chief. I felt that since General Smith, as CG FORSCOM, started the case and recommended discharging
Jones, he ought to get the update.

The Vice Chief appreciated my visit but did not comment on my recommendations.

Total words: 50
Number of sentences: 4
Words per sentence: 12
Number of long words: 9
Percentage of long words: 6 ÷ 50 = 12%
Clarity index: 12 + 12 = 24

Figure 4-5. Clarity index of revised writing.
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MEMORANDUM THRU DEPUTY CHIEF OF STAFF FOR OPERATIONS AND PLANS FOR VICE CHIEF OF STAFF, UNITED
STATES ARMY

SUBJECT: Reserve Component Mobilization Exercises

1. The purpose of this memorandum is to reply to your not to the Director of the Army Staff which requested an evaluation be made to
determine the feasibility of conducting mobilization exercises for NG and USAR units.

2. A feasibility study of such exercises has been initiated. Representatives from the NGB and OCAR have participated in a preliminary
planning session, and FORSCOM has provided informal comments and suggestions.

3. It appears feasible to conduct an exercise of this nature within the current year; however, funding restraints, available planning time, and
personnel and training disruptions will tend to limit the scope and participation. In line with these restraints, considerations applicable to such
and exercise in the immediate future are:

a. Exercise should be conducted in conjunction with scheduled annual training (AT). Alert of participants should be made just prior to
departure from home station for AT. This procedure should minimized individual disruptions while permitting the unit to exercise its
mobilization plans and actions during a period normally allocated for preparation for AT. Further, this method would make use of funds
already allotted for movement of unit.

b. Announcement of the exercise and its objective should be made in advance; however, selected participants should be alerted at a point in
time which would allow realistic implementation and evaluation of their mobilization procedures. Early announcement of objectives, followed
later by actual selection and alert of participants, would require all concerned to plan an prepare for the exercises even if not required to
participate. Valuable planning and evaluation could be accomplished during this pre–exercise phase prior to the alert of participants.

c. In order to prohibit serious disruption of planned AT and pre–programmed testing schedules for RC units, close examination is required in
the selection of participants. Units should be selected that have mobilization stations and equipment pools at the same location or in close
proximity to each other. On the surface this appears a token approach; however, training time and funding limitations indicate that this is the
most viable option within the near time frame.

d. Only active and semi–active installations previously programmed to support AT should be used. Funding restrictions and training
considerations preclude opening or greatly expanding support facilities not already programmed for AT.

e. While total transportation requirements for units should be planned and determined during the pre–alert phase, costs and other restraints on
movements may necessitate only partial or selected movement of equipment of the participating units.

f. Units to participate must be initially limited in number and size. These should include both USAR and NG units with priority of selection
going to affiliated and early deploying (D+60) units. The selection of RC units to participate should be made by FORSCOM in coordination
with NGB and OCAR.

4. Subject to further analysis, it appears feasible to conduct a mobilization exercise in conjunction with next year’s AT. FORSCOM is receptive
to the concept as outlined, but desires to examine the result of its Mobilization Evaluation Exercise which terminated 30 January, prior to the
recommending or developing specific exercise objectives. Therefore, this is an interim reply.

Figure 5-1. Memorandum—Example of poor writing

5DA PAM 600–67 • 02 June 1986



MEMORANDUM THRU DEPUTY CHIEF OF STAFF FOR OPERATIONS AND PLANS FOR VICE CHIEF OF STAFF, UNITED
STATES ARMY

SUBJECT: Reserve Component Mobilization Exercises

1. Purpose. To answer this question: Can we conduct mobilization exercise for NG and USAR units this year?

2. Recommendation. Yes, we can, but with these constraints:

a. That FORSCOM sees the results of the last such exercise before planning begins.

b. That FORSCOM, together with NGB and OCAR, choose participating units.

c. That we use this year’s training and testing money.

d. that the exercise is well–timed.

3. Discussion.

a. FORSCOM wants to help develop exercise objectives.

b. FORSCOM, NGB, and OCAR should—

(1) Select priority units first.

(2) Select units whose mobilization stations and equipment pools are close together.

(3) Not disrupt scheduled training and testing.

c. The budget does not include enough money to—

(1) Open new support facilities.

(2) Expand existing support facilities.

(3) Not disrupt scheduled training and testing.

d. Timing of the exercise should—

(1) Not change soldier’s summer training periods

(2) Follow the actual mobilization time sequence.

(3) Permit as many units as possible to participate in the planning phase, even though they may not execute their plans.

Figure 5-2. Memorandum—Example of good writing
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DEPARTMENT OF THE ARMY
HHB, 3/13th Field Artillery

Schofield Barracks, HI 96857

MACC–D–XO 12 March 1986

SUBJECT: Request to be Assigned to Participate in JTX “Frostbite”

Commander
3d Battalion
13th Field Artillery
Schofield Barracks, HI 96857

1. It has recently come to my attention that this Battalion stands in dire need of a volunteer to participate on a voluntary basis in an evaluative
capacity on Joint Training Exercise “Frostbite” to be held in the State of Alaska on or about this summer time–frame.

2. I graduated fourth in a class of seventy–three from the U.S. Army Northern Warfare School on 17 August 1985 and was awarded the
distinction of a distinguished graduate. I learned the latest in cold weather tactics while on patrol in the DMZ last winter which make me
current in that area. In looking at the training forecast, it doesn’t seem that I will be mission–essential during that training cycle. Much can be
learned by seeing how other units operate in the boonies.

3. The S–3 indicated to me that anyone interested should submit a copy of their last physical. As you can see, I have no previous cold–weather
injuries and, therefore, would perhaps be less suspectible to such injury.

4. It is my opinion that I am fully qualified to participate in this Joint Training Exercise at this point in time.

GERALD A. SANDERS
1LT, FA

FIST Chief

Figure 5-3. Military letter—Example of poor writing
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DEPARTMENT OF THE ARMY
HHB, 3/13th Field Artillery

Schofield Barracks, HI 96857

MACC–D–XO 12 March 1986

SUBJECT: Request for JTX “Frostbite” Assignment

Commander
3d Battalion
13th Field Artillery
Schofield Barracks, HI 96857

1. I request to represent the Battalion on JTX “Frostbite” in Alaska this summer.

2. I feel qualified for this assignment since I have some expertise in cold–weather operations. I was an evaluator during JTX “Team Spirit” in
Korea last winter, and am a distinguished graduate of the Northern Warfare School.

3. I have attached a copy of my latest physical examination.

Encl GERALD A. SANDERS
   2LT, FA

     FIST Chief

Figure 5-4. Military letter—Example of good writing
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DA form 4697 (Report of Survey), block 26:

I have examined all available evidence as shown in exhibits A to G and as indicated below have personally investigated the same and it is my
belief that the article (s) listed hereon and/or on attached sheets, total cost $433.50 was not damaged in an accidental manner. Something like
this does not just happen; therefore, the soldier is responsible if negligent. As SP4 Farmer states in his statement (Exhibit B) the tailgate of the
M113 was down when Private Thomas laid his M16 down on it to don his protective mask, (Exhibit A), because he thought he smelled CS.
This act was in direct contravention of the Division, Brigade, Battalion, and Company Field SOP which states in part that “at no time will
equipment be placed on the ramp of M113 personnel carriers” (Exhibit G). It also is expressly prohibited by the proper masking procedure
which is to hold the rifle between the legs while masking (Exhibit F, “Soldier’s Manual of Common Tasks,” p. 37). When the squad leader
(SSG Young) told the driver to raise the ramp (Exhibit C), he didn’t know that Thomas had set his weapon down on the ramp. It was dark and
nobody could see anything and Thomas was still adjusting his mask. Well, one thing led to another and the next thing you know Thomas’ M16
is only good for shooting around corners. Such actions show negligence and make SP4 Farmer liable for restitution. (Exhibit D—statement
from DS maintenance saying the M16 is irreparably damaged beyond repair).

Figure 5-5. DA Form 4697 (Report of Survey), block 29—example of poor writing

DA Form 4697 (Report of Survey), block 26:

I have investigated the evidence and find PVT John T. Thomas as negligent. PVT Thomas damaged his M16 by carelessly leaving it on an
M113 ramp. Private Thomas admits that he laid his M16 on the tailgate of the M113 to put on his protective mask. By doing so, he violated
two specific directives. Private Thomas neither followed proper masking procedure (Exhibit F, “Soldier’s Manual of Common Tasks,” p.37)
nor obeyed his field SOP that “at not time will equipment be placed on the ramp of personnel carriers” (Exhibit G). His squad leader, SSG
Young, attests (Exhibit C) that Private Thomas knew the SOP.

Direct support maintenance confirms that the M16 (total cost–$433.40) is damaged beyond repair (Exhibit D).

Figure 5-6. DA Form 4697 (Report of Survey), block 26— Example of good writing
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Introduction AR 25-50 states, “Effective Army writing transmits a clear message in a single, rapid 
reading and is generally free of errors in grammar, mechanics, and usage . . . use 
correct spelling, grammar, and punctuation.”  During the Army Writing Style lesson 
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contradict each other; therefore, for consistency in this lesson and throughout the 
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will evaluate your work on the Army writing style.  The lesson developer used The 
Gregg Reference Manual, Ninth Edition and English Simplified, Ninth Edition in 
preparing this programmed text.  You may use this programmed text during the 
written examination. 
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paper, compare your response with the suggested response in the 
programmed text.  Work at your own pace and take breaks as needed.  
You must complete this programmed text prior to the Army Writing 
Style lesson. 
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1. To complete this programmed text turn the page and start with frame 2.  After you complete 
 frame 2, turn the page and complete frame 3.  Continue this process until you reach frame 50;  
 it will direct you back to this page, frame 51. 
 
 
 

 
51. Select the correct verb in the following sentence: 
 
 The operational missions of the Army (include, includes) not only war, but also military  
 operations other than war (MOOTW). 
 
 

 
101. Clause A:  After the staff analyzes and compares its courses of action (COA), 
 
 Clause B:  it identifies its preferred COA. 
 
 Clause A is (a) (an) ___________________ clause. 
 Clause B is (a) (an) ___________________ clause. 

 
151. SSG Green inspected PVT Grooper and found that his boots needed shining, that his uniform  
 needed pressing, and that his hair needed trimming. 
 
 The underlined clauses are ___________________ clauses. 
 
 

 
201. We removed the and.  Punctuate the sentence now: 
 
 Your character helps you know what is right it links that knowledge to action. 
 
 
 

 
251. We normally add an apostrophe and an s, except when the word is ______________ and  
 ends in ______________. 
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2. The sentence is our basic unit of spoken or written thought.  It is a group of words  
 representing a complete thought and containing a subject and a predicate.  For the purpose  
 of this lesson we only review the complete subject and the complete predicate. 
 
 
 

 
52. include (disregard the intervening phrase “of the Army”) 
 
   (The operational missions include not The operational missions includes) 
 
 
 

 
102. a dependent 
 
 an independent 
 
 
 

 
152. dependent 
 
 
 
 
 

 
202. Your character helps you know what is right; it links that knowledge to action. 
 
 
 
 
 

 
252. plural 
 
 s 
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3. The complete subject is the part that names the person or thing the sentence speaks about. 
 
 The complete predicate tells what the subject does, what someone or something does to the  
 subject, or what or how the subject is. 
 
 

 
53. Select the correct verb in the following sentence: 
 
 The ability to integrate and synchronize all available assets to defeat any enemy tactically  
 (give, gives) our Army great credibility and respec t that enhances our ability to  
 accomplish all missions to include MOOTW. 
 

 
103. Training will remain the Army’s top priority, and it is the cornerstone of combat readiness. 
 
 How many independent clauses are there in this example. 
 
 
 

 
153. Let’s see how well you remember the punctuation rules you’ve reviewed.  Punctuate the  
 sentences in the following frames (as applicable) and justify your answer: 
 
 Moral courage is the willingness to stand firm on your values principles and convictions. 
 
 

 
203. You could also make two separate sentences by replacing the semicolon with a period and  
 capitalizing the first word of the second independent clause. 
 
 Remember, do not try to replace the semicolon with a comma; this will make it a run on  
 sentence. 
 

 
253. sergeants; leaders; mentors 
 
 Each of the above words is ______________ and ends in s, so you would add only an  
 ______________ to show possession. 
 
 
 



 

SH-4-8 

 

 
4. SSG Bannister counseled PFC Cooper for being late to training. 
 
 
 
 
 

 
54. gives  (disregard the intervening clause “to integrate and synchronize all available  
   assets to defeat any enemy tactically”) 
 
   (The ability gives not The ability give)  
 
 

 
104. two 
 
 
 
 
 

 
154. Moral courage is the willingness to stand firm on your values, principles, and convictions. 
 
 Use commas to separate three or more words, clauses, or phrases in a series. 
 
 
 

 
204. Remember, do not try to replace the semicolon with a comma.  This will make it a run on  
 sentence. 
 
 This shows the previous sentence divided into two sentences. 
 
 

 
254. plural 
 
 apostrophe 
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5. What is the complete subject of the sentence in frame 4? 
 
 What is the complete predicate of the sentence in frame 4? 
 
 
 

 
55. Try another one. 
 
 Major training events such as a situational training exercise (STX), EXEVAL, or  
 deployment exercise (provide, provides) feedback to assist commanders in assessing the  
 effectiveness of their leader, individual soldier, unit, and maintenance training programs.  
 

 
105. Training will remain the Army’s top priority b ecause it is the cornerstone of combat  
 readiness. 
 
 We changed and to because.  Now how many independent clauses are there? 
 
 

 
155. Managing risk is subjective because its basis is individual judgment. 
 
 
 
 
 

 
205. Punctuate the following sentence using the semicolon: 
 
 True leaders seek out opportunities they’re always looking for ways to increase their  
 professional knowledge and skills. 
 
 

 
255. Do not use an apostrophe in the possessive case of possessive pronouns (his, hers, its, ours,  
 yours, theirs) or  with whose. 
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6. SSG Bannister   (complete subject) 
 
 counseled PFC Cooper for being late to training  (complete predicate) 
 
 
 

 
56. provide  (disregard the intervening phrase “such as a situational training exercise  
    (STX), EXEVAL, or deployment exercise”) 
 
    (Major training events provide not Major training events provides) 
 
 

 
106. one Training will remain the Army’s top priority.  
 
 
 
 
 

 
156. No punctuation required. 
 
 (independent clause precedes the dependent clause) 
 
 
 

 
206. True leaders seek out opportunities; they’re always looking for ways to increase their  
 professional knowledge and skills. 
 
 
 
 

 
256. Thus far, we have reviewed how to use the apostrophe to show possession.  Next we’ll 
 review using the apostrophe to make contractions. 
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7. The _______________ _______________ is the part that names the person or thing the  
 sentence speaks about. 
 
 The _______________ _______________ tells what the subject does, what someone or something  
 does to the subject, or what or how the subject is. 
 

 
57. Now let’s look at another rule.  A compound subject (more than one subject) joined by and  
 requires a plural verb. 
 
 
 
 

 
107. You should apply Army values, your knowledge, and your experience to any decision you  
 make, and you should prepare yourself to accept the consequences of your actions. 
 
 The word and joins two ___________________ clauses. 
 
 

 
157. After completing ANCOC you should be ready to be a platoon sergeant or an operations  
 NCO. 
 
 
 
 

 
207. Correctly punctuate the following sentence: 
 
 Army schools teach you basic job skills but they are only part of the learning picture. 
 
 
 

 
257. A contraction is simply the abbreviated form of two words that you have added together to  
 form only one. 
 
 When you join the words is and not into isn’t, you have formed a ______________. 
 
 You put the apostrophe in place of the omitted letter or letters. 
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8. complete subject 
 
 complete predicate 
 
 
 

 
58. Wrong:  SSG Stafford and SSG Knight is platoon sergeants. 
 
 Right: SSG Stafford and SSG Knight are platoon sergeants. 
 
 
 

 
108. independent 
 
 
 
 
 

 
158. After completing ANCOC, you should be ready to be a platoon sergeant or an operations  
 NCO. 
 
 (the dependent clause precedes the independent clause) 
 
 

 
208. Army schools teach you basic job skills, but they are only part of the learning picture.  
 
 Did you remember that if you join two independent clauses with a coordinating conjunction  
 you must use a comma? 
 
 

 
258. contraction 
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9. Next we’ll review the eight parts of speech in traditional grammar:  nouns, pronouns,  
 verbs, adjectives, adverbs, prepositions, conjunctions, and interjections. 
 
 
 
 

 
59. Select the correct verbs in the following sentence: 
 
 Units and individuals (establish, establishes) and (sustain, sustains) their tactical and  
 technical training proficiency.  
 
 

 
109. Earlier we reviewed the conjunction as a part of speech.  Now we’ll look more closely  
 at coordinating conjunctions. 
 
 
 
 

 
159. Wire is both secure and reliable but it imposes strict limits on the mobility of the user. 
 
 
 
 
 

 
209. Remember the first rule for using the semicolon is to put it between two  
 ___________________ ___________________ not joined by a ___________________  
 conjunction. 
 
 
 

 
259. Form contractions for the following: 
 
 does not     let us    we will 
 
 I would     could have   were not 
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10. A noun is a word that names a person, place, or thing (including a quality or idea). 
 
 
 
 
 

 
60. establish, sustain 
 
 
 
 
 

 
110. You should apply Army values, your knowledge, and your experience to any decision you  
 make, and you should prepare yourself to accept the consequences of your actions. 
 
 When we use the word and in this way, we are using it as a coordinating conjunction. 
 
 

 
160. Wire is both secure and reliable, but it imposes strict limits on the mobility of the user. 
 
 (two independent clauses joined by a coordinating conjunction) 
 
 
 

 
210. independent clauses 
 
 coordinating 
 
 
 

 
260. doesn’t     let’s    we’ll 
 
 I’d      could’ve   weren’t 
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11. Identify the nouns in the following sentence: 
 
 Maintenance is a vital part of every training program.  
 
 
 

 
61. Let’s try another. 
 
 Soldiers and leaders at all levels continually (study, studies) our profession in preparation  
 to fight and win our Nation’s wars. 
 
 

 
111. When you join words, phrases, and clauses of equal importance, you normally use a  
 ___________________ conjunction. 
 
 
 
 

 
161. We will now review the use of commas with restrictive and nonrestrictive clauses and  
 phrases. 
 
 
 
 

 
211. Another rule for using the semicolon involves sentence elements that have commas in  
 them. 
 
 
 
 

 
261. We also use apostrophes to make plurals of letters and symbols.  Form the plural of letters  
 and symbols by adding an apostrophe and an s. 
 
 SSG Jackson received two A’s and two B’s on her Army writing style papers. 
 
 Use +’s and -’s on the test. 
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12. Maintenance   (thing) 
 
 part    (thing) 
 
 program   (thing) 
 

 
62. study 
 
 
 
 
 

 
112. coordinating 
 
 
 
 
 

 
162. A restrictive clause or phrase is essential to the meaning of the sentence.  It fully or  
 partially identifies (restricts) the word it modifies.  It answers the question “which one?” 
 
 
 
 

 
212. CSM Hoopster is the president of the soldier of the month board; the other members on the  
 board are 1SG Smith, A Company; 1SG Webster, B Company; and 1SG Williams, HHC. 
 
 The underlined portions make up a series. 
 
 

 
262. Do not put an apostrophe with the s to form the plural of abbreviations or acronyms such as  
 NCO, SGT, and MACOM. 
 
 NCOs; not NCO’s  SGTs; not SGT’s  MACOMs; not MACOM’s 
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13. A pronoun substitutes for or takes the place of a noun. 
 
 Examples:  I, my, mine, me, we, our, ours, us, you, your, yours, he, his, him, she, her, hers,  
 it, its, they, their, them. 
 
 

 
63. An exception to this rule is that we will use a singular verb when two or more subjects  
 connected by and refer to the same person or thing. 
 
 
 
 

 
113. Examples of ___________________ conjunctions are:  and, or, but, nor, so, yet, and for. 
 
 
 
 
 

 
163. If we can’t remove a clause or phrase without changing the meaning of the sentence, then  
 we call that clause or phrase ___________________. 
 
 
 
 

 
213. Earlier we saw that we use the comma to separate words in a simple series, but the series in  
 frame 212 is a complex series that contains commas within the series. 
 
 
 
 

 
263. Use only a lower case s to form the plural of acronyms. 
 
 The division CSM and subordinate CSMs evaluate proficiency on individual tasks that support  
 collective tasks. 
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14. We call the noun that a pronoun stands in for the antecedent of that pronoun. 
 
 
 
 
 

 
64. My first sergeant and mentor is my friend.  (One person is both first sergeant and mentor.) 
 
 
 
 
 

 
114. coordinating 
 
 
 
 
 

 
164. restrictive 
 
 
 
 
 

 
214. CSM Hoopster is the president of the soldier of the month board; the other members on the  
 board are 1SG Smith, A Company; 1SG Webster, B Company; and 1SG Williams, HHC. 
 
 This example illustrates the use of a semicolon when the sentence contains commas within  
 the items of the series. 
 

 
264. Use an apostrophe and an s, however, to show possession. 
 
 The CSM’s driver will be PCSing later this month.  
 
 
 
 



 

SH-4-19 

 

 
15. Identify the pronoun and antecedent in the following sentence: 
 
 Keeping equipment ready for the fight is as important as training soldiers to be proficient in 
 its use. 
 
 

 
65. Select the correct verb in the following sentence: 
 
 The XO and NBC Officer (is, are) inspecting protective masks in the arms room. 
 
 (The XO is the NBC Officer.) 
 

 
115. The platoon sergeant oversees training, but he doesn’t intervene unless something’s wrong. 
 The underlined word is a ___________________ ___________________. 
 
 The platoon sergeant oversees training, but he doesn’t intervene unless something’s wrong. 
 The underlined portion is (a) (an) ___________________ ___________________. 
 

 
165. All soldiers on guard duty must report to the Sergeant of the Guard (SOG). 
 
 If we remove the underlined phrase would it change the central thought of the sentence? 
 
 
 

 
215. Correctly punctuate this sentence: 
 
 On the USASMA crest the torch symbolizes leadership education and training the book represents  
 knowledge and instruction and the sword and quill represent both the combat and combat service  
 support backgrounds of our students. 
 

 
265. Give the example below a try.  
 
 Many (NCO’s, NCOs) from several (MACOM’s, MACOMs) attended the conference.  The SMA  
 designated each (MACOM’s, MACOMs) CSM as a group leader.  Each group leader solicited input  
 from the (NCO’s, NCOs) in his group.  The SMA particularly liked one (NCO’s, NCOs) suggestion  
 from group 12. 
 



 

SH-4-20 

 

 
16. its   (pronoun) 
 
 equipment  (antecedent) 
 
 
 

 
66. is (XO and NBC Officer is the same person.) 
 
 
 
 
 

 
116. coordinating conjunction 
 
 independent clause 
 
 
 

 
166. It most definitely would. 
 
 The phrase on guard duty answers the question “which soldiers?” 
 
 So this is a restrictive phrase. 
 

 
216. On the USASMA crest, the torch symbolizes leadership, education, and training; the book  
 represents knowledge and instruction; and the sword and quill represent both the combat and  
 combat service support backgrounds of our students. 
 
 NOTE:  You may or may not put a comma after the word crest; either is correct. 
 

 
266.  NCOs     MACOMs 
 
   MACOM’s 
 
   NCOs     NCO’s 
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17. A verb expresses action or state of being.  Identify the verbs in the following sentence:  
 
 The best training is tough, realistic, and both intellectually and physically challenging; it  
 motivates soldiers and inspires excellence. 
 
 

 
67. Another subject-verb agreement rule is that singular subjects joined by “or, either . . . or,  
 neither . . . nor, or not only . . . but also” are singular and require a singular verb. 
 
 
 
 

 
117. Because you must be familiar with the rules of grammar, punctuation, and word choice,  
 you must complete this programmed text before class. 
 
 The underlined portion is (a) (an) ___________________ ___________________. 
 
 

 
167. The equipment at the railhead will accompany the unit to Southwest Asia. 
 
 If we delete the underlined phrase, the meaning changes; therefore, we call it a  
 __________________ ___________________. 
 
 

 
217. We can use the semicolon in another instance also. 
 
 We can use it to set off conjunctive adverbs.  Some grammar books refer to conjunctive  
 adverbs as transitional expressions.  For the remainder of this programmed text we will use  
 only the term conjunctive adverb.  
 

 
267. Next we will review two uses of the question mark. 
 
 As mentioned earlier, we use the question mark after a direct question. 
 
 Example:  According to FM 22-100, what must a good leader BE, KNOW, and DO? 
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18. is   (verb – state of being) 
 
 motivates (verb – action) 
 
 inspires (verb – action) 
 

 
68. Neither the supply sergeant nor his clerk has a copy of the hand receipt. 
 
 
 
 
 

 
118. dependent clause 
 
 
 
 
 

 
168. restrictive phrase 
 
 (It answers the question “which equipment?”) 
 
 
 

 
218. The words however, although, therefore, and nevertheless are examples of conjunctive  
 adverbs. 
 
 The conjunctive adverb is normally in the middle of the sentence.  
 
 

 
268. We can also enclose a question mark in parentheses to express doubt or uncertainty about  
 a word or phrase within a sentence. 
 
 Example:  SSG Johnson joined his unit in Afghanistan May 2003(?). 
 
 We are indicating uncertainty about the date, so we use a question mark in parentheses. 
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19. An adjective modifies a noun or occasionally a pronoun. 
 
 
 
 
 

 
69. Let’s try one. 
 
 Not only A Company but also B Company (is, are) in need of a first sergeant. 
 
 
 

 
119. Now that we know how to identify dependent clauses, independent clauses, and  
 coordinating conjunctions, we can review some rules for properly using the comma. 
 
 
 
 

 
169. A clause or phrase that merely adds information or facts that are not essential to the  
 meaning of the sentence is ___________________. 
 
 
 
 

 
219. Technology may be invaluable; however, effective leaders understand its limits.  
 
 However is a __________________ ___________________.  We precede it with a  
 __________________ and follow it with a __________________. 
 
 

 
269. Now let’s move on to quotations marks.  As the name implies, we normally use quotation  
 marks to enclose direct quotations. 
 
 General George S Patton Jr. said, “If a man does his best, what else is there?” 
 
 This leads to another topic:  using quotation marks in conjunction with other punctuation. 
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20. An adverb usually modifies a verb, but it can also modify an adjective or another adverb.  
 
 
 
 
 

 
70. is 
 
 
 
 
 

 
120. When a coordinating conjunction joins two independent clauses, put a comma  
 before the conjunction. 
 
 
 
 

 
170. nonrestrictive 
 
 
 
 
 

 
220. conjunctive adverb 
 
 semicolon 
 
 comma 
 

 
270. Always put periods and commas inside closing quotation marks. 
 
 Always put colons and semicolons outside closing quotation marks. 
 
 Place question marks, exclamation points, and dashes inside the quotation marks when they  
 belong to the quotation and outside when they don’t. 
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21. Identify any adjectives and adverbs in the following sentence:  
 
 Exercise objectives should be very specific, relevant, realistically obtainable, and measurable.  
 
 
 

 
71. The final agreement rule we will review pertains to having both a singular and plural  
 subject.  If the subject contains both a singular and plural word connected by or, either . . .  
 or, neither . . . nor, or not only . . . but also, the verb agrees with the nearer part of the  
 subject. 
 
 

 
121. Leadership is both art and science, and it requires constant study, hard work, and frequent 
 practice. 
 
 Since we have two independent clauses joined by a coordinating conjunction, we place a  
 ___________________ before the ___________________ ___________________. 
 

 
171. SSG Jones, along with his family, PCSed to Ft. Bliss, Texas. 
 
 If we omitted the underlined phrase, we wouldn’t change the meaning; therefore, we call  
 it a ___________________ ___________________. 
 
 

 
221. Let’s see if you have it.  
 
 We put a __________________ before a __________________ ___________________  
 and put a __________________ after it when it joins two independent clauses. 
 
 

 
271. Correctly punctuate the following sentences: 
 
 Patton said If you can’t get them to salute . . . how are you going to get them to die for their country  
 
 I hit every target exclaimed SSG Pyle  
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22. Exercise  (adjective – modifying the noun objectives) 
 specific, relevant, obtainable, measurable  (adjectives – modifying the noun objectives) 
 very  (adverb – modifying the adjective specific)  
 realistically  (adverb – modifying the adjective obtainable)  
 
 

 
72. Neither the first sergeant nor his platoon sergeants have copies of the new SOP. 
 
 (The verb have agrees with the nearer subject, platoon sergeants.) 
 
 
 

 
122. comma 
 
 coordinating conjunction 
 
 
 

 
172. nonrestrictive phrase 
 
 
 
 
 

 
222. semicolon 
 
 conjunctive adverb 
 
 comma 
 

 
272. Patton said, “If you can’t get them to salute . . . how are you going to get them to die for their  
 country?” 
 
 “I hit every target!” exclaimed SSG Pyle . 
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23. A conjunction is a word or phrase that joins or connects words, phrases, or clauses. 
 
 
 
 
 

 
73. You try one. 
 
 Neither FM 22-100 nor any other FMs (contain, contains) step-by-step solutions for every  
 ethical problem you will face.  
 
 

 
123. When we have two ___________________ ___________________ joined by a  
 ___________________ ___________________, put a comma before the conjunction. 
 
 
 
 

 
173. The NCO Corps, or backbone of the Army, is a great strength of the U.S. Army. 
 
 What is the dependent phrase?  Is it restrictive or nonrestrictive?  Does it change the  
 meaning of the sentence? 
 
 

 
223. However, when the conjunctive adverb is the first word of a sentence, simply follow it with  
 a comma. 
 
 Note in this example a comma follows the conjunctive adverb, However. 
 
 

 
273. Let’s try some more.  Correctly punctuate the following sentences: 
 
 PFC Smith asked What time is formation 
 SSG Evans replied excitedly It’s at 1400 and you’d better be there on time 
 PFC Smith asked SSG Evans if he knew that the range detail meeting was at the same time. 
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24. A coordinating conjunction (and, but, or, nor, for, yet, so) joins words of the same kind and  
 same importance. 
 
 A subordinating conjunction (if, because, although, when, unless, etc.) joins a dependent  
 clause to an independent clause. 
 

 
74. contain 
 
 (The verb contain agrees with the nearer subject, FMs.) 
 
 
 

 
124. independent clauses 
 
 coordinating conjunction 
 
 
 

 
174. “or backbone of the Army” is the dependent phrase. 
 It is nonrestrictive. 
 No, it would not change the meaning. 
 
 
 

 
224. The next mark of punctuation we will review is the colon. 
 
 Keep in mind that the colon is in no way related to the semicolon. 
 
 
 

 
274. PFC Smith asked, “What time is formation?” 
 
 SSG Evans replied excitedly , “It’s at 1400 and you’d better be there on time!” 
 
 PFC Smith asked SSG Evans if he knew that the range detail meeting was at the same time. 
 (no other punctuation needed, this is an indirect question) 
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25. Identify the conjunctions in the following sentences: 
 
 A well planned, efficiently run rehearsal will reinforce earlier training, and it will increase  
 proficiency in the critical tasks you are evaluating. 
 
 Because of its importance, you should never underestimate the value of the rehearsal. 

 
75. Now that we’ve reviewed parts of speech and subject-verb agreement, we will  
 review punctuation and some other sentence structure rules. 
 
 
 
 

 
125. SSG Jones lives off post but prefers to live on post. 
 
 In this example, the word but does not join two independent clauses, so we don’t need a  
 comma. 
 
 

 
175. Now we can state the rule for using the comma with restrictive and nonrestrictive clauses  
 and phrases. 
 
 
 
 

 
225. We can use a colon to introduce a list that follows a grammatically complete sentence. 
 
 Often the following or as follows precedes the colon. 
 
 
 

 
275. Let’s look at some other uses of quotation marks.  We may also use quotation marks to  
 enclose words used in a special sense or for a special purpose. 
 
 The urinalysis test can detect methamphetamines, or “speed.” 
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26. and 
 
 Because 
 
 We will review conjunctions in detail later in this programmed text.  
 

 
76. Once again, this programmed text is only a basic review.  We cannot review every  
 punctuation mark and every rule that applies to it.  We will only address those  
 that seem to be the most troublesome. 
 
 
 

 
126. Okay, time for you to give it a try.  Turn the page and correctly punctuate the sentences 
 in frame 127. 
 
 
 
 

 
176. Use commas to set off nonrestrictive clauses and phrases. 
 
 DO NOT use commas to set off restrictive clauses or phrases. 
 
 
 

 
226. In assessing the unit, commanders use the following ratings:  T – trained, P – needs practice, and  
 U - untrained. 
 
 Notice that “In assessing the unit, commanders use the following ratings” is a grammatically  
 complete statement.  Also notice that the following is the key phrase indicating that a list follows  
 and that the colon introduces the ratings. 

 
276. We can also use quotation marks in the definition of words. 
 
 Warrior Ethos is what “compels soldiers to fight through all conditions to victory no matter  
 how much effort it takes.” 
 
 Notice the defined word or phrase is in italics (or underline); the definition is in quotation marks.  
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27. A preposition is a connective that shows the relationship between a noun or pronoun and  
 some other word in the sentence. 
 
 
 
 

 
77. Let’s begin by looking at the period. 
 
 
 
 
 

 
127. I am in ANCOC so the first squad leader is the acting platoon sergeant 
 
 Good leaders establish goals for their subordinates and provide feedback on the  
 accomplishment of those goals. 
 
 

 
177. Punctuate the following sentences: 
 
 SSG Lawson accompanied by his wife attended the dining in. 
 
 All soldiers who were late for formation must report to the first sergeant. 
 

 
227. Correctly punctuate the following sentence: 
 
 A training objective consists of the following three parts task condition(s) and standard. 
 
 
 

 
277. The last punctuation mark we’ll review is the hyphen.  Before the use of computers we  
 used the hyphen in word division at the end of a line.  Computers have a feature called  
 “text-wrapping” that eliminates the requirement for word division. 
 
 If for some reason you need to divide a word with a hyphen, check the dictionary to ensure  
 that you put the hyphen between syllables. 
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28. Some prepositions show relationships in direction (to, from, toward, down, up, at). 
 
 
 
 
 

 
78. We put a period at the end of declarative sentences.  We define a declarative sentence as a  
 sentence that makes a statement. 
 
 
 
 

 
128. I am in ANCOC, so the first squad leader is the acting platoon sergeant. (Did you  
 remember the period?) 
 
 The second sentence requires no punctuation.  We don’t have two independent clauses, so  
 the sentence does not require a comma. 
 

 
178. SSG Lawson, accompanied by his wife, attended the dining in.  (accompanied by his wife  
 is a nonrestrictive phrase) 
 
 All soldiers who were late for formation must report to the first sergeant.  (no punctuation  
 needed; “who were late for formation” is a restrictive clause and essential to the sentence) 
 

 
228. A training objective consists of the following three parts:  task, condition(s), and standard. 
 
 
 
 
 

 
278. We also use the hyphen to form certain compound words such as: 
 
 self-development 
 
 Use the dictionary to determine compound words. 
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29. Other prepositions show relationships in time (before, during, after, until, till). 
 
 
 
 
 

 
79. Soldiers train to standard. 
 
 Since this is a _______________ sentence, we end it with a _______________. 
 
 
 

 
129. The first rule we reviewed concerned independent clauses joined by a coordinating  
 conjunction.  The second rule about commas concerns both dependent and independent  
 clauses. 
 
 
 

 
179. Occasionally, we can also use parentheses to set off nonrestrictive clauses and phrases.  So  
 the question should come to mind:  When do we use parentheses, and when do we use  
 commas for nonrestrictive clauses? 
 
 
 

 
229. We can also use the colon to introduce a second independent clause that explains or  
 illustrates the first clause. 
 
 
 
 

 
279. Use a hyphen to join words used as a single adjective before a noun, but do not use a  
 hyphen between an –ly adverb and an adjective. 
 
 Battle-focused training (adjective before a noun) 
 
 Quarterly training brief (no hyphen between the adverb Quarterly and the adjective training) 
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30. Still other prepositions, such as of, for, about, with, except, and but (when it means  
 except), show many different kinds of relationships between the words they relate. 
 
 
 
 

 
80. declarative 
 
 period 
 
 
 

 
130. When a dependent clause precedes an independent clause, use a comma to separate them. 
 
 Don’t put a comma between clauses if an independent clause precedes a dependent clause. 
 
 
 

 
180. Use parentheses to set off a nonrestrictive clause or phrase when dashes would be too  
 emphatic and commas might create confusion. 
 
 
 
 

 
230. As a leader you should empower your subordinate leaders:  give them a task, delegate the  
 necessary authority, and let them do the work. 
 
 
 
 

 
280. We also use a hyphen when writing out two-word numbers from twenty-one to ninety-nine  
 and two-word fractions. 
 
 fifty-six    thirty-four   one-fourth 
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31. Identify the prepositions in the following sentence: 
 
 The rehearsal will improve each leader’s understanding of the concept of the operation, the  
 fire plan, anticipated contingencies, and possible actions and reactions for various  
 situations that may arise during the operation. 
 

 
81. You also put a period at the end of imperative sentences.  An imperative sentence is a  
 sentence that expresses a command or a request. 
 
 Fall in.  Report.  Halt.  
 
 

 
131. Clause A: Because their leadership is face-to-face,  
 Clause B: direct leaders see the outcomes of their actions almost immediately. 
 
 Clause A is _______________ and clause B is _______________.  The comma goes after  
 the _______________ clause. 
 

 
181. Many of the components, for example, the motor, come from outside suppliers. 
 
 The comma in this sentence might cause confusion.  The next sentence illustrates the  
 nonrestrictive clause set off with parentheses instead of commas. 
 
 Many of the components (for example, the motor) come from outside suppliers. 

 
231. Now you try one.  Correctly punctuate the following sentence: 
 
 The three levels of Army leadership are as follows direct organizational and strategic. 
 
 
 

 
281. Punctuate with a hyphen, as appropriate, the examples below: 
 
 court martial    two thirds    decision making  
 
 hands on training in process review   decision making process 
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32. of 
 
 for 
 
 
 

 
82. Use a period to end indirect questions. 
 
 
 
 
 

 
132. dependent 
 
 independent 
 
 dependent 
 

 
182. To continue with our review of the comma, we will next review parenthetical expressions.   
 Parenthetical expressions interrupt the flow of the sentence and are not essential to its meaning.   
 Some examples include on the other hand, by the way, coincidentally, in fact, indeed, naturally,  
 of course, in my opinion, etc. 
 
 

 
232. The three levels of Army leadership are as follows:  direct, organizational, and strategic. 
 
 
 
 

 
282. court-martial    two-thirds    decision making  
 
 hands-on training  in-process review   decision-making process 
 
 Remember, when in doubt use a dictionary. 
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33. An interjection is a word that shows emotion.  Unlike the other kinds of words, the  
 interjection has little or no grammatical connection with the rest of the sentence. 
 
 
 
 

 
83. The platoon sergeant asked if the first sergeant was still in the company area or if he had left  
 for the day. 
 
 This sentence does not ask a question directly; therefore, it is an ___________________ 
 question and uses a ___________________ at the end of the sentence. 
 

 
133. Clause A: You should never underestimate the value of the rehearsal  
 Clause B: because of its importance. 
 
 Since clause A is _______________ and precedes clause B, which is _______________,  
 we don’t put a comma between them. 
 

 
183. SSG Jones, in my opinion, is the best choice as the new platoon sergeant. 
 
 The underlined parenthetical expression interrupts the sentence and is not essential to the  
 sentence; therefore, we use ___________________ to set it off. 
 
 

 
233. Try another one.  Correctly punctuate the following sentence: 
 
 Fostering a climate of dignity and respect begins with your example how you live Army values  
 shows your people how they should live them. 
 
 

 
283. Now that we’ve reviewed subjects, predicates, parts of speech, and punctuation let’s review  
 something else that can be a problem, word choice.  There are many words in the  
 English language that sound alike; the only way to be sure you use the correct word is to  
 check the dictionary and become familiar with their meanings. 
 
 Let’s look at some of these words.  The list is only an example; it is not all inclusive.  
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34. We should punctuate mild interjections with a comma and punctuate strong interjections  
 with an exclamation mark. 
 
 
 
 

 
84. indirect 
 
 period 
 
 
 

 
134. independent 
 
 dependent 
 
 
 

 
184. commas 
 
 
 
 
 

 
234. Fostering a climate of dignity and respect begins with your example:  how you live Army values  
 shows your people how they should live them. 
 
 
 
 

 
284. accept, except   to, too, two    its, it’s   lie, lay    whether, weather 
 
 than, then    their, there, they’re  affect, effect   your, you’re forth, fourth 
 
 The spell check tool on your computer will only identify misspelled words, not incorrect words. 
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35. Identify the interjections in the following sentences: 
 
 Well, SSG Cousins might know where we can get the new field manual. 
 
 Wow!  SSG Hammer ran two miles in 8 minutes. 
 

 
85. The Commander wants to know if we are ready for the NTC rotation. 
 
 Since this is an ___________________ question, we put a ___________________ at the  
 end of this sentence. 
 
 

 
135. Correctly punctuate the following sentences: 
 
 If something should happen to you the next leader in the chain will take over.  
 Organizational leaders know themselves but they also know their soldiers. 
 The soldier said the operation went well because of the way they trained. 
 

 
185. Here are some other examples of parenthetical expressions:  to tell the truth, on the whole,  
 in the first place, and for example. 
 
 You may occasionally choose to omit the commas from short parenthetical expressions  
 (such as also, too, and perhaps) if you feel they do not interrupt the flow of your sentence.  
 

 
235. Next we’ll review the apostrophe and its use in a sentence. 
 
 
 
 
 

 
285. Select the correct word in the following sentences: 
 
 Everyone was present (accept, except) SSG Jones. 
 
 Decision making is knowing (weather, whether) to decide, then when and what to decide. 
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36. Well 
 
 Wow 
 
 
 

 
86. indirect 
 
 period 
 
 
 

 
136. If something should happen to you, the next leader in the chain will take over . 
 (dependent clause precedes the independent clause) 
 Organizational leaders know themselves, but they also know their soldiers. 
 (two independent clauses joined by a coordinating conjunction) 
 The soldier said the operation went well because of the way they trained. 
 (no punctuation - the independent clause precedes the dependent clause) 

 
186. The last rule concerning the comma deals with sentence elements that might be incorrectly  
 read together. 
 
 To assist, SSG Jones gave PFC Johnson the number to AER. 
 
 Without the comma after assist, the above sentence might have been puzzling. 

 
236. One of the uses of the apostrophe is to show possession or ownership. 
 
 
 
 
 

 
286. except -- excluding 
 
 whether -- used to introduce alternate possibilities 
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37. Now that we’ve reviewed subjects, predicates, and parts of speech, let’s continue by  
 reviewing a topic that causes problems for many:  subject-verb agreement. 
 
 
 
 

 
87. Where is the 1SG? 
 
 This sentence asks a question directly; therefore, it is a direct question and requires a  
 question mark. 
 
 We will cover this in more detail later in this programmed text.  

 
137. Next, we will consider a series of words in a sentence.  In a sentence, a series is three or  
 more words, phrases, or clauses, all used in the same way. 
 
 Use commas to separate three or more words used in a _____________________. 
 
 

 
187. As you know nothing came out of the meeting. 
 
 Does this sentence need punctuation? 
 
 
 

 
237. Possessive nouns show “belonging to.”  If a squad leader has (possesses) a leader book, the  
 leader book belongs to the squad leader.  It is the squad leader’s leader book. 
 
 
 
 

 
287. Let’s try some more.  Select the correct word in the following sentences: 
 
 SSG Creighton was quicker (then, than) SGT Jones. 
 
 People of integrity consistently act according to (principals, principles).  
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38. In sentences, subjects and verbs have matching forms to show their grammatical relation.   
 We call this relation agreement. 
 
 
 
 

 
88. Use the period, or rather a series of three periods, to indicate omissions from quoted  
 material. 
 
 When we use three periods in this manner, we call it an ellipsis. 
 
 

 
138. series 
 
 
 
 
 

 
188. As you know, nothing came out of the meeting. 
 
 Yes, since it could be misread. 
 
 
 

 
238. Possessive nouns always add an apostrophe (’). 
 
 Singular possessive nouns normally also add an s (’s). 
 
 
 

 
288. than -- used in comparing 
 
 principles -- a rule or a truth 
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39. The subject-verb must agree in person.  The first person means the person(s) doing the  
 speaking:  I or we.  The second person means the person(s) spoken to:  you.  The  
 third person means the person(s) or things(s) spoken about:  he, she, it, they, or any  
 such noun. 
 
 

 
89. Patton said, “Leadership . . . is the thing that wins wars.” 
 
 The ellipsis, three periods, indicates that we have ___________________ material after  
 the word “leadership.” 
 
 Note the equal space between each period in the ellipsis. 

 
139. We usually use the conjunction and or or to join the last two words in a series. 
 
 
 
 
 

 
189. Does this sentence need punctuation?  If so, punctuate it correctly. 
 
 In the morning formation is at 0800. 
 
 
 

 
239. If a word does not end in s, we add an apostrophe plus an s (’s) to show possession. 
 
 SGT Smith’s leader book; the sergeant’s character; the battalion’s area of responsibility 
 
 In each case, we show possession by adding an ___________________ and an  
 ___________________ to the base word. 

 
289. Keep up the good work. 
 
 (Two, too, to) many people think that it takes (two, too, to) people (two, too, to) change a light bulb. 
 
 (Its, It’s) only a matter of time before you will be a first sergeant.  
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40. Wrong:  I is late for duty. 
 
 Right:  I am late for duty. 
 
 
 

 
90. omitted 
 
 
 
 
 

 
140. Normally, putting a comma before the conjunction is optional.  For military writing,  
 however, we will always put a comma before the conjunction in a series. 
 
 Example:  You must be familiar with grammar, spelling, and word choice.  (Notice the  
 comma before the conjunction and.) 
 

 
190. Yes, it requires punctuation; there is a chance someone could read it incorrectly. 
 
 In the morning, formation is at 0800. 
 
 
 

 
240. apostrophe 
 
 s 
 
 
 

 
290. Too many people think that it takes two people to change a light bulb. 
 
 It’s only a matter of time before you will be a first sergeant.  
 
 Check the dictionary if you need to. 
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41. The subject-verb must also agree in number.  Singular number refers to one thing, and  
 plural refers to more than one. 
 
 
 
 

 
91. If you put an ellipsis at the end of a declarative sentence, add another period to complete the  
 sentence. 
 
 Patton said, “Moral courage is the most valuable . . . .” 
 
 

 
141. Punctuate the following sentence correctly: 
 
 High morale comes from good leadership shared hardship and mutual respect. 
 
 
 

 
191. This concludes the review on the comma.  We will now move on to the semicolon. 
 
 
 
 
 

 
241. Next we’ll review the rule for words that are singular but that end in s. 
 
 
 
 
 

 
291. Let’s try two more.  Select the correct word in the following sentences: 
 
 (Your, You’re) the Army’s leaders, and on (your, you’re) shoulders rests this mission:  win our wars. 
 
 (There, Their, They’re) are 52 soldiers in the second platoon and as the platoon sergeant you are  
 responsible for (there, their, they’re) training. 
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42. Singular subjects must take singular verbs; plural subjects must take plural verbs. 
 
 
 
 
 

 
92. Now that we know how to use the period, let’s look at some rules for developing correct  
 sentences. 
 
 Let’s briefly review sentence structure. 
 
 

 
142. High morale comes from good leadership, shared hardship, and mutual respect. 
 
 
 
 
 

 
192. In reviewing the semicolon, we must recall one of the rules that we reviewed earlier in  
 this programmed text. 
 
 We place a comma before a coordinating conjunction that joins two independent clauses. 
 
 

 
242. The words boss, witness, and SSG Phillips are examples of words that end in s, but are singular,  
 not plural. 
 
 
 
 

 
292. You’re the Army’s leaders, and on your shoulders rests this mission:  win our wars. 
 
 There are 52 soldiers in the second platoon and as the platoon sergeant you are responsible for  
 their training. 
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43. Choose the correct verb in the following sentences: 
 
 NCOs (train, trains) soldiers to the standards published in mission training plans (MTPs)  
 and soldiers training publications (STP). 
 
 The commander (define, defines) responsibilities and authority of his NCOs. 

 
93. Earlier in this programmed text we reviewed conjunctions and the definition of clauses and  
 phrases.  Now we will review clauses in more depth. 
 
 
 
 

 
143. The rule we have been reviewing also applies to clauses and phrases in a series.  By  
 definition, a phrase is a group of two or more words without a subject and a predicate; used  
 as a noun, an adjective, or an adverb. 
 
 We use a comma to separate _______________________ or more phrases. 
 

 
193. The semicolon signals a greater break in thought than the comma but a lesser break than  
 the period.  It is closer to a period than to a comma in most of its uses and is often  
 interchangeable with the period. 
 
 
 

 
243. When we wish to show possession with a singular word that ends in __________, we will  
 do the same as we did with the previous rule for showing possession, we will add an  
 __________ plus an __________. 
 
 
 

 
293. This brings us to another rule.  In Army writing, we generally spell out numbers under 10 and use  
 figures for numbers 10 or higher except when 2 or more numbers appear in a sentence and 1 of  
 them is 10 or higher, then use figures for both numbers. 
 
 Notice that we have expressed all the numbers in the sentence above as figures. 
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44. train 
 
 defines 
 
 
 

 
94. A dependent clause, even though it has a subject and verb, will not stand alone (will not be  
 a complete sentence) when detached from its sentence. 
 
 What makes it dependent is a connecting word, such as if, because, although, when, and unless. 
 
 

 
144. three 
 
 
 
 
 

 
194. Discipline holds a team together and the warrior ethos motivates its members. 
 
 In this example, we have independent clauses joined by a coordinating conjunction. 
 
 
 

 
244. s 
 
 apostrophe 
 
 s 
 

 
294. Be aware that there are some exceptions to this rule.  Let’s try a couple using the rule on the  
 previous page. 
 
 AR 25-50 and The Gregg Reference Manual will give you more tips on using numbers in your  
 documents. 
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45. Let’s try some more.  Choose the correct verb in the following sentences: 
 
 Leaders (determine, determines) current training proficiency levels.  
 
 Each evaluation (apply, applies) only to a portion of the total proficiency of an organization  
 at a specific time. 

 
95. A clause that is not a complete sentence is (a) (an) ___________________ clause. 
 
 
 
 
 

 
145. Leadership is about living up to your ultimate responsibility, leading your soldiers in  
 combat, and winning our nation’s wars. 
 
 In this example, we have a series of ___________________ so we must separate them  
 using ___________________. 
 

 
195. Discipline holds a team together; the warrior ethos motivates its members. 
 
 In this example, we deleted the word and and replaced it with a ___________________. 
 
 
 

 
245. Punctuate each of the following singular nouns to show possession: 
 
 boss     witness    SSG Phillips 
 
 
 

 
295. This programmed text has (54, fifty-four) pages and contains (300, three hundred) frames. 
 
 There are (15, fifteen) desks in the supply room.  Of those desks, (10, ten) are serviceable and (5,  
 five) are unserviceable. 
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46. determine 
 
 applies 
 
 

 
96. dependent 
 
 
 
 
 

 
146. phrases 
 
 commas 
 
 
 

 
196. semicolon 
 
 
 
 
 

 
246. boss’s     witness’s    SSG Phillips’s 
 
 
 
 
 

 
296. This programmed text has 54 pages and 300 frames. 
 
 There are 15 desks in the supply room.  Of those desks, 10 are serviceable and 5 are  
 unserviceable. 
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47. When establishing agreement between subject and verb, disregard any intervening phrases  
 or clauses. 
 
 
 
 

 
97. Clause A: Because actions are the essence of leadership,  
 
 Clause B: let us begin the discussion with them. 
 
 Which clause is dependent?  Why? 
 

 
147. Thus far, we have said that we should separate words or phrases in a  
 ___________________ with ___________________. 
 
 The same rule also applies to clauses used in a ___________________.  We separate them  
 using ___________________. 
 

 
197. We may use a semicolon between two independent clauses if we don’t join them with a  
 coordinating conjunction. 
 
 
 
 

 
247. Now pronounce each of these examples: 
 
 boss’s     witness’s    SSG Phillips’s 
 
 
 

 
297. Well, you’re almost done.  Hopefully this review has been of some assistance to you.  Remember,  
 your writing is a direct reflection of you.  
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48. We will review phrases and clauses later.  For now, just remember: 
 
 A phrase is a group of related words but it does not contain a subject and verb. 
 
 A clause is a group of related words that does contain a subject and verb. 
 

 
98. Clause A.  It contains a subject and verb, but is not a complete sentence. 
 
 
 
 
 

 
148. series commas 
 
 series commas 
 
 
 

 
198. You may NOT use a comma in place of the semicolon; this would create a run-on sentence  
 (comma splice). 
 
 
 
 

 
248. Did you find any of the possessives hard to pronounce?  You probably found it difficult to  
 pronounce SSG Phillips’s.  This leads us to an exception to the rule of adding an apostrophe plus  
 an s to singular nouns ending in an s. 
 
 If the addition of an extra syllable makes a word ending in an s hard to pronounce, add the  
 apostrophe only. 

 
298. In addition to correct punctuation, grammar, and word choice, one more key to successful  
 writing is proofreading what you write. 
 
 Read it slowly.  Do not read what you think it says, but read what you have actually  
 written. 
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49. Select the correct verb in the following sentence: 
 
 The training assessment of mission essential tasks (enable, enables) the commander to develop  
 the commander’s training vision. 
 
 

 
99. A clause that contains a subject and verb and is a complete sentence is (a) (an)  
 ___________________ clause. 
 
 
 
 

 
149. A clause, by definition, is a group of words that does include a subject and a verb. 
 
 
 
 
 

 
199. Your character helps you know what is right and it links that knowledge to action. 
 
 The underlined portions are ___________________ ___________________ joined by a 

coordinating conjunction. 
 
 What mark of punctuation would you use in this sentence? 

 
249. So based on that rule, the correct possessives are: 
 
 boss’s     witness’s    SSG Phillips’ 
 
 Another example:  The decision is not up to the general; it is Congress’s decision. 
 

 
299. Whenever possible, have someone proofread your writing. 
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50. enables (disregard the intervening phrase “of mission essential tasks”) 
 
   (The training assessment enables not The training assessment enable) 
 
 
(turn to page SH-4-5, frame 51) 

 
100. independent 
 
 
 
 
(turn to page SH-4-5, frame 101) 

 
150. A group of words that contains a subject and a verb but is not a complete sentence is a  
 dependent clause. 
 
 
 
(turn to page SH-4-5, frame 151) 

 
200. independent clauses 
 
 comma  (. . . right, and . . .) 
 
 
(turn to page SH-4-5, frame 201) 

 
250. Finally, if the word is plural and ends in s, we add only the apostrophe. 
 
 
 
 
(turn to page SH-4-5, frame 251) 

 
300. There is one last thing that you should always remember.  Your proficiency, or lack  
 thereof, in punctuation, grammar, and word choice will make an impression on your reader.   
 You are the one who decides whether that impression will be positive or negative. 
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Student Handout 1 
 

Advance Sheet for L431, Preparing a Decision Briefing 
 

 
Overview Given a task to provide a decision briefing to a superior officer, every leader must 

be able to communicate clearly and effectively.  You will receive materials to 
research the assigned topic and a scheduled time to present the briefing.  You will 
use student handouts, writing materials, a standard collegiate dictionary, delivery 
aids (charts, viewgraphs, handouts, or slide projectors) appropriate for the task and 
purpose, and briefing notes. 

 
 
TLO Terminal Learning Objective (TLO) 

 
Action: Conduct a Decision Briefing 
Conditions: Given a task to provide a decision briefing to a superior officer 

in a classroom setting, a scheduled time to present the 
briefing, materials to research the assigned topic, student 
handout, writing materials, a standard collegiate dictionary, 
materials for delivery aids (charts, viewgraphs, handouts, or 
slide projectors) appropriate for the task and purpose, briefing 
text or notes, and the requirement to wear appropriate military 
dress. 
 

Standards: Planned, prepared, and delivered a briefing that conveyed 
his/her bottom line IAW the standards set forth in FM 101-5, 
App. E (SH-2) and SH-7. Received a score of SUPERIOR or 
SATISFACTORY on the evaluation of preparation and delivery 
of the briefing. 
 

 
 
ELOs A  Critique a decision briefing. 

 
B  Prepare and deliver a decision briefing. 

 
 
Student 
Assignments 

�� Read and study student handouts 2 through 8. 
�� Participate in class discussions and activities. 
�� Prepare and deliver a decision briefing. 

 
 
Additional 
Subject Area 
Resources  

None 

 
 
Bring to Class �� Student handouts, delivery aids (charts, viewgraphs, handouts, floppy disks, 

etc.) appropriate for the task and purpose of the briefing, briefing notes, 
standard collegiate dictionary, and grammar text. 

�� Pen or pencil.  
�� Writing paper. 



 SH-2-1

Student Handout 2 
 
Extract from FM 101-5, Staff Organization and Operations: Military 
Briefings (Appendix E) - Cover Sheet and Pages E-1 thru E-7 
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Appendix E

MILITARY BRIEFINGS

Briefings are a means of presenting information to
commanders, staffs, or other designated audiences. The
techniques employed are determined by the purpose of
the briefing, the desired response, and the role of the
briefer. This appendix describes the types of military
briefings and gives briefing formats for each type.

TYPES OF BRIEFINGS

There are four types of military briefings:

� Information.

� Decision.

� Mission.

� Staff.

Information

The information briefing is intended to inform the lis-
tener and to gain his understanding. The briefing does
not include conclusions and recommendations, nor re-
quire decisions. The briefing deals primarily with facts.
The briefer states that the purpose of the briefing is to
provide information and that no decision is required.
The briefer provides a brief introduction to define the
subject and to orient the listener and then presents the in-
formation. Examples of an information briefing are in-
formation of high priority requiring immediate
attention; information of a complex nature, such as com-
plicated plans, systems, statistics, or charts, requiring
detailed explanation; and controversial information re-
quiring elaboration and explanation.

Decision

The decision briefing is intended to obtain an answer or
a decision. It is the presentation of a staff officer�s recom-
mended solution resulting from analysis or study of a
problem or problem area. Decision briefings vary as to
formality and detail depending on the level of command
and the decision maker�s knowledge of the subject (the
problem or problem area). In situations where the person
receiving the briefing has prior knowledge of the problem
and some information relating to it, the briefing normally
is limited to a statement of the problem, essential back-
ground information, and a recommended solution.

However, the briefer must be prepared to present his
assumptions, facts, alternative solutions, reason for
choosing the recommended solution, and the coordina-
tion involved. If the person who is being briefed is unfa-
miliar with the problem and the facts surrounding it,
then a more detailed briefing is necessary. In this case,
the briefing should include any assumptions used in ana-
lyzing the problem, facts bearing on the problem, a dis-
cussion of the alternatives, the conclusions, and the
coordination involved. The staff study format in Appen-
dix D provides a logical sequence for presenting a de-
tailed decision briefing.

At the outset of the briefing, the briefer must state that
he is seeking a decision. At the conclusion of the briefing,
if the briefer does not receive a decision, he asks for it.
The briefer should be certain that he understands the deci-
sion thoroughly. If he is uncertain, he asks for clarifica-
tion. In this regard, a precisely worded recommendation
that may be used as a decision statement, once approved
by the commander, assists in eliminating possible ambi-
guities. Following the briefing, if the chief of staff (execu-
tive officer) is not present, the briefer informs the SGS or
other appropriate officer of the commander�s decision.

Mission

The mission briefing is used under operational condi-
tions to provide information, to give specific instructions,
or to instill an appreciation of a mission. It is usually pre-
sented by a single briefing officer, who may be the com-
mander, an assistant, a staff officer, or a special
representative. This depends on the nature of the mission
or the level of the headquarters. In an operational situation
or when the mission is of a critical nature, it may become
necessary to provide individuals or smaller units with
more data than plans and orders provide. This may be
done by means of the mission briefing. The mission brief-
ing reinforces orders, provides more detailed requirements
and instructions for each individual, and explains the sig-
nificance of each individual role.

Staff

The staff briefing is intended to secure a coordi-
nated or unified effort. This may involve the
exchange of information, the announcement of deci-
sions within a command, the issuance of directives,
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or the presentation of guidance. The staff briefing
may include characteristics of the information brief-
ing, the decision briefing, and the mission briefing.
Attendance at staff briefings varies with the size of
the headquarters, the type of operation being con-
ducted, and the personal desires of the commander.
Generally, the commander, deputies or assistants,
chief of staff (executive officer), and coordinating
and special staff officers attend. Representatives
from major subordinate commands may be present.
The chief of staff (executive officer) usually presides
over the staff briefing. He calls on staff representa-
tives to present matters that interest those present or
that require coordinated staff action. Each staff offi-
cer is prepared to brief on his area of responsibility.
In garrison, staff briefings are often held on a regu-
larly scheduled basis. In combat, staff briefings are
held when required by the situation. The presentation
of staff estimates culminating in a commander�s deci-
sion to adopt a specific course of action is a form of
staff briefing. In this type of briefing, staff officers
involved follow the general pattern prescribed for the
staff estimate being presented.

BRIEFING STEPS

A briefing assignment has four steps:

1. Analyze the situation. This includes analyzing
the audience and the occasion by determining�

� Who is to be briefed and why?

� How much knowledge of the subject does the audi-
ence have?

� What is expected of the briefer?

Before briefing an individual the first time, the briefer
should inquire as to the particular official�s desires. The
briefer must understand the purpose of the briefing. Is he
to present facts or to make a recommendation? The pur-
pose determines the nature of the briefing. The time allo-
cated for a briefing will dictate the style, physical
facilities, and the preparatory effort needed. The avail-
ability of physical facilities, visual aids, and draftsmen is a
consideration. The briefer prepares a detailed presentation
plan and coordinates with his assistants, if used. The pre-
paratory effort is carefully scheduled. Each briefer should
formulate a �briefing outline� (next page). The briefer ini-
tially estimates the deadlines for each task. He schedules
facilities for practice and requests critiques.

2. Construct the briefing. The construction of the
briefing will vary with its type and purpose. The analy-
sis provides the basis for this determination. The fol-
lowing are the major steps in preparing a briefing:

� Collect material.

� Know the subject thoroughly.

� Isolate the key points.

� Arrange the key points in logical order.

� Provide supporting data to substantiate validity of
key points.

� Select visual aids.

� Establish the wording.

� Rehearse before a knowledgeable person who can
critique the briefing.

3. Deliver the briefing. A successful briefing de-
pends on how it is presented. A confident, relaxed,
forceful delivery, clearly enunciated and obviously
based on full knowledge of the subject, helps convince
the audience. The briefer maintains a relaxed, but mili-
tary bearing. He uses natural gestures and movement,
but he avoids distracting mannerisms. The briefer�s de-
livery is characterized by conciseness, objectivity, and
accuracy. He must be aware of the following:

� The basic purpose is to present the subject as di-
rected and to ensure that it is understood by the
audience.

� Brevity precludes a lengthy introduction or
summary.

� Logic must be used in arriving at conclusions and
recommendations.

� Interruptions and questions may occur at any point.
If and when these interruptions occur, the briefer answers
each question before proceeding or indicates that the ques-
tions will be answered later in the briefing. At the same
time, he does not permit questions to distract him from his
planned briefing. If the question will be answered later in
the briefing, the briefer should make specific reference to
the earlier question when he introduces the material. The
briefer must be prepared to support any part of his brief-
ing. The briefer anticipates possible questions and is pre-
pared to answer them.

4. Follow-up. When the briefing is over, the briefer
prepares a memorandum for record (MFR). This MFR
should record the subject, date, time, and place of the
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briefing and ranks, names, and positions of those pres-
ent. The briefing�s substance is concisely recorded. Rec-
ommendations and their approval, disapproval, or
approval with modification are recorded as well as any
instruction or directed action. This includes who is to
take action. When a decision is involved and doubt ex-
ists about the decision maker�s intent, the briefer

submits a draft of the MFR to him for correction before
preparing it in final form. The MFR is distributed to staff
sections or agencies that must act on the decisions or in-
structions contained in it or whose operations or plans
may be influenced.

BRIEFING OUTLINE

1. Analysis of the Situation

a. Audience.

(1) How many are there?

(2) Nature.

(a) Who composes the audience? Single or multiservice? Civilians? Foreign nationals?

(b) Who are the ranking members?

(c) What are their official positions?

(d) Where are they assigned?

(e) How much professional knowledge of the subject do they have?

(f) Are they generalists or specialists?

(g) What are their interests?

(h) What are their personal preferences?

(i) What is the anticipated reaction?

b. Purpose and type.

(1) Information briefing (to inform)?

(2) Decision briefing (to obtain decision)?

(3) Mission briefing (to review important details)?

(4) Staff briefing (to exchange information)?

c. Subject.

(1) What is the specific subject?

(2) What is the desired coverage?

(3) How much time will be allocated?

d. Physical facilities.

(1) Where will the briefing be presented?

(2) What arrangements will be required?

(3) What are the visual aid facilities?

(4) What are the deficiencies?

(5) What actions are needed to overcome deficiencies?
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2. Schedule of Preparatory Effort

a. Complete analysis of the situation.

b. Prepare preliminary outline.

c. Determine requirements for training aids, assistants, and recorders.

d. Edit or redraft.

e. Schedule rehearsals (facilities, critiques).

f. Arrange for final review by responsible authority.

3. Constructing the Briefing

a. Collect material.

(1) Research.

(2) Become familiar with subject.

(3) Collect authoritative opinions and facts.

b. Prepare first draft.

(1) State problem (if necessary).

(2) Isolate key points (facts).

(3) Identify courses of action.

(4) Analyze and compare courses of action. State advantages and disadvantages.

(5) Determine conclusions and recommendations.

(6) Prepare draft outline.

(7) Include visual aids.

(8) Fill in appropriate material.

(9) Review with appropriate authority.

c. Revise first draft and edit.

(1) Make sure that facts are important and necessary.

(2) Include all necessary facts.

(3) Include answers to anticipated questions.

(4) Polish material.

d. Plan use of visual aids.

(1) Check for simplicity�readability.

(2) Develop method for use.

e. Practice.

(1) Rehearse (with assistants and visual aids).

(2) Polish.

(3) Isolate key points.
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(4) Commit outline to memory.

(5) Develop transitions.

(6) Use definitive words.

4. Follow-Up

a. Ensure understanding.

b. Record decision.

c. Inform proper authorities.

Format for an Information Briefing

1. Introduction.

Greeting.

Address the person(s) being briefed. Identify yourself and your organization.

�Good morning, General Smith. I�m Captain Jones, the S3 of the 1st Bn 28th Artillery.

Type and Classification of Briefing.

�This is a SECRET information briefing.�

�This is an UNCLASSIFIED decision briefing.�

Purpose and Scope.

Give the big picture first.

Explain the purpose and scope of your briefing.

�The purpose of this briefing is to bring you up to date on our battalion�s General Defense Plan.�

�I will cover the battalion�s action during the first 72 hours of a general alert.�

Outline or Procedure.

Briefly summarize the key points and your general approach.

Explain any special procedures (demonstrations, displays, or tours). �During my briefing, I�ll discuss the six
phases of our plan. I�ll refer to maps of our sector, and then my assistant will bring out a sand table to show you
the expected flow of battle.�

2. Body.

Arrange the main ideas in a logical sequence.

Use visual aids correctly to emphasize your main ideas.

Plan effective transitions from one main point to the next.

Be prepared to answer questions at any time.

3. Closing.

Ask for questions.

Briefly recap your main ideas and make a concluding statement.

Announce the next speaker.
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Format for a Decision Briefing

1. Introduction.

Military greeting.

Statement of the type, classification, and purpose of the briefing.

A brief statement of the problem to be resolved.

The recommendation.

2. Body.

Key facts bearing upon the problem.

Pertinent facts that might influence the decision.

An objective presentation of both positive and negative facts.

Necessary assumptions made to bridge any gaps in factual data.

Courses of Action.

A discussion of the various options that can solve the problem.

Analysis.

The criteria by which you will evaluate how to solve the problem (screening and evaluation).

A discussion of each course of action�s relative advantages and disadvantages.

Comparison.

Show how the courses of action rate against the evaluation criteria.

3. Conclusion.

Describe why the selected solution is best.

4. Questions.

5. Restatement of the Recommendation so that it only needs approval/disapproval.

6. Request a decision.

The Mission Briefing

1. General. The mission briefing is an information briefing presented under tactical or operational conditions,
usually given by a single briefing officer.

2. The Purposes of a Mission Brief.

Give specific instructions.

The mission briefing serves to�

� Issue or elaborate on an operation order, warning order, and so forth.

� Instill a general appreciation of a mission.

� Review the key points of a forthcoming military operation.

� Ensure participants know the mission�s objective, problems they may confront, and ways to overcome them.
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3. Format.

While the mission briefing has no set format, a convenient format is the five-paragraph operation order:

1. Situation.

2. Mission.

3. Execution.

4. Service support.

5. Command and signal.

The Staff Briefing

1. General. The staff briefing is a form of information briefing given by a staff officer. Often it�s one of a series
of briefings by staff officers.

2. Purposes of a Staff Briefing. The staff briefing serves to�

� Keep the commander and staff abreast of the current situation.

� Coordinate efforts through rapid oral presentation of key data.

3. Possible Attendees:

� The commander, his deputy, and chief of staff.

� Senior representatives of his primary and special staff; commanders of his subordinate units.

4. Common Procedures:

� The person who convenes the staff briefing sets the agenda.

� The chief of staff or executive officer normally presides.

� Each staff representative presents information on his particular area.

� The commander usually concludes the briefing but may take an active part throughout the presentation.
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APPENDIX B1 
STUDENT HANDOUT 

 
PREPARING A PERSUASIVE BRIEFING 

 
The Army is effective only if information and direction are clearly communicated.  In carrying 
out your military duties, you will frequently brief for many purposes.  This student handout will 
show you how to develop and deliver a briefing.  Some of the following information will be 
similar to the student handout for “Write in the Army Style” but is essential in developing a 
briefing.  However, when properly managed, oral communications have an edge over writing.  
Why?  Oral communications are more flexible, give you immediate feedback, and, most 
importantly, get quick results.  A staffing document may take months to get back to your desk.  
A briefing gets instant results.   
 
A good persuasive briefing, like good persuasive writing, requires that the briefer research the 
topic; plan how to deliver the briefing; deliver a practice briefing; revise; and deliver the final 
product.  We shall consider these five steps to show you how to develop effective presentations. 
  
 
 
 
 
 
 
 
 
 
 
 
1.  STEP 1:  RESEARCH THE TOPIC.  Research requires that you analyze your purpose, role, 
and audience.  Ask yourself, “What’s my purpose?”  Your purpose refers to the “what” question:  
“What do you want to accomplish in this briefing?”   Do you want to inform, persuade, or direct? 
How you answer this question will provide insight into the three general purposes for any 
briefing.  

STEPS IN THE BRIEFING PROCESS 

 1.  RESEARCH THE TOPIC 

 2.  PLAN YOUR BRIEFING 

 3.  DELIVER A PRACTICE BRIEFING 

 4.  REVISE 

 5.  DELIVER THE FINAL BRIEFING 

PURPOSE AUDIENCE REACTION 
 
To Inform   Make the audience aware, knowledgeable, or better 
     “My purpose is to tell you about    informed. 
     our unit’s Standard Operating An audience who had been unaware of the SOPs 
     Procedures (SOP).”  will be informed as a result of the briefing. 
 
To Persuade  Make the audience accept a recommendation, act 
   “My purpose is to gain a decision  on a recommendation, or arrive at a decision. 
   from the person  by making a  A decision making audience will receive the facts 
   recommendation.”   from the briefing and will be able to make an 
  informed decision by affirming a recommendation. 
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The general purpose for your briefing will normally fall under one of the above categories.  The 
purpose will provide you with a tentative focus for a controlling idea.  However, further research 
will help you tighten the focus of your controlling idea. 
 
After you have determined the purpose, you continue your research by gathering and recording 
information about the subject. 
 
 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 a.  Obtain what is known about the subject.  Collect everything you know about the 
subject.  Use both the public and unit libraries in your research.  Record the information and 
coordinate your research with subject matter experts. 
 
  b.  Write detailed notes.  Ensure that your notes provide sufficient detail to clarify and 
answer the questions the briefing must address. 
 
  c.  Preliminary Organization of the information on the subject.  Look over the 
information you have collected.  Organize the information into major subject groups. 
 
  d.  Determine the purpose of your briefing.  See comments above. 
 
  e.  Determine the role of the briefer.  The boss may be asking you to prepare a persuasive 
briefing that he or she will deliver.  On the other hand you may be on a briefing team, preparing 
or delivering only part of the presentation, or you may be coaching subordinates who will do the 
briefing.  You may prepare and partly rehearse a presentation that someone else delivers.  Your 
boss may have you prepare a briefing, but ask you to attend only as a subject matter expert 
available to answer questions, or perhaps just to help with audio-visuals.  So, when the boss asks 
you to prepare a briefing, ask very early in your research, “What’s my role?”  The answer will 
restrict and focus your preparations. 
 
 f.  Determine the audience. Before briefing a superior, ask one of his/her close 
subordinates about the boss’ major concerns and policies.  Ask about minor preferences of 
procedure and style--whether and how to use viewgraphs, slides, “read-aheads,” and formality.  

RESEARCH THE TOPIC 
 

 1.  OBTAIN ALL AVAILABLE INFORMATION 

 2.  WRITE DETAILED NOTES 

 3.  ORGANIZE YOUR NOTES 

 4.  DETERMINE THE PURPOSE OF YOUR BRIEFING 

 5.  DETERMINE THE ROLE OF THE BRIEFER 

 6.  DETERMINE THE AUDIENCE 

 7.  DETERMINE THE SETTING 

 8.  DETERMINE THE TIMING CONSTRAINTS 
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Considering human behavior helps you anticipate audience reaction.  Such reactions concern 
writers as well, but they concern a speaker even more.  Sometimes your audience are from varied 
backgrounds.  Consider their perspectives, and make sure you have included their concerns.  
This is particularly important when the decision maker has advisors to whom he/she will turn 
before making a decision or accepting information or recommendations.  The briefer should also 
consider audience demographics -- age, experience, past assignments, education level.  But 
demographics alone will not provide the fullest analysis of the audience.  We also need to 
consider what writers call audience “psychographics:”  values, opinions, attitudes, beliefs, 
perceptions, and prejudices.  Good staff work will make you confident about the audience 
reaction before you begin to speak. 
 
 g.  Determine the setting. Location and room arrangement vary widely.  When necessary, 
make a reconnaissance of the facilities to determine how to do the briefing.  Is the intended 
setting a small room, a large auditorium, or something in between?  Find out whether you will 
need and can get equipment such as microphones, lectern, projection equipment, and extension 
cords.  Will the audience sit theater style, classroom style, or around a conference table?  Who 
needs reserved seating?  You will want to rehearse at least once in the actual setting with the 
equipment you will be using.  On site practice helps overcome jitters and unexpected problems 
with the stage, equipment, and audio-visuals. 
 
 h.  Determine the timing constraints. When must you brief?  Are there any conflicting 
events?  Are there any suspense’s on reserving the room, the equipment, or the materials?  Is 
there any need or interest in videotaping the briefing?  Are there any special guests?  Will there 
be a review or follow-up after the event?  Will an open question and answer period occur 
following the briefing?  These are some considerations you must take into account when 
determining the amount of time necessary. 
 
2.  STEP 2:  PLAN THE BRIEFING.  The next step in the process of developing an effective 
briefing is your plan.  This step determines whether you have developed an effective 
organization for the briefing. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

PLAN THE BRIEFING 
 
 1.  REFINE YOUR CONTROLLING IDEA 

 2.  PLAN YOUR MAJOR PARTS 

 3.  SORT YOUR MAJOR PARTS 

 4.  PLAN YOUR MINOR PARTS 

 5.  WRITE A DRAFT INTRODUCTION 

 6.  WRITE A DRAFT CONCLUSION 
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  a.  Revise Your Controlling Idea. 
 
   (1)  A classical organizational pattern has existed since the days of Aristotle. He 
noted that we prefer our ideas in threes, or at least in three parts.  In writing or speaking, the 
three parts are the introduction, main body, and the conclusion.  These three parts are usually 
present in most presentations.  Your briefing should always have three parts.  While some might 
consider a conclusion redundant in a short briefing, not bringing the audience back to the 
controlling idea in a presentation of any length may result in the audience losing the idea.  And 
that means that you won't communicate the message.  
 
  (2)  The product that results from the planning phase is the outline.  The data you 
identified and developed during the research phase provides you with the elements of a 
beginning outline.  This provides an organization of  known information into major groups, and 
organizes some of the major groups internally.  But they don't establish the controlling idea.  We 
need that before we can do anything else.  A controlling idea will help us with a final 
arrangement of the major groups.  A controlling idea will also enable us to judge whether we've 
done enough research.  All our efforts thus far have been leading to this step; and formulating 
our controlling idea will drive the other steps. 
 
  (3)  Outlining is like designing a pyramid from the top down.  We begin by 
forming the proper capstone--the controlling idea--and then shape everything else to support it.  
Outlining is not fun.  It takes time.  This is  probably why many individuals don't do it.  But 
they'll discover, sooner or later, that outlining helps and that it can actually be a time saver.  The 
outline offers an efficient way to get things done right the first time.  Here's a quick summary of 
how to proceed. 
 
  (4)  Refine your controlling idea.  Write a simple declarative sentence that 
captures the common thread, the meaning, and the intent of your research.  The sentence should 
contain a topic and your attitude about that topic.  Be sure the attitude is consistent with the 
information you've gathered, and that it suits your purpose and audience.  What you have now is 
a trial controlling idea. 
 
   (a)  If information briefings were simply collections of facts, it would be 
easy.  You could throw all the facts into a cardboard box, go into the boss's office, dump all the 
facts on the desk, and walk out.  But we know that won't work. The information has to serve a 
purpose.  
 
   (b) To be useful, the information--and the controlling idea--will need some 
structure.  As you refine your controlling idea, just don't repeat the obvious.  Here's a sample 
purpose statement: "To inform the brigade commander about our maintenance problems." 
 
   (c)  The purpose statement, "To inform the brigade commander about our 
maintenance problems" might do for a tentative controlling idea, but it's weak.  Inform the 
commander ABOUT the maintenance problems?  WHAT about them?  The boss needs 
something more than just a collection or recital of the facts.  He needs to know what's important.  
He needs a topic and an attitude.  He needs a focused controlling idea.  An example could be:  
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“The battalion's lack of experienced maintenance personnel is largely responsible for the high 
deadline rate.”  Test this controlling idea by referring to the briefing assessment checklist and 
evaluation criteria located at the end of this student handout.  Look directly for relevance, focus, 
and support in the controlling idea and indirectly look at the information it comprises.  Ask 
yourself: 
 
 

 
 (d)  Your first trial controlling idea may fail one or more of these questions, but think 
critically about why it failed.  Before long, this reshaping process will begin to yield diminishing 
returns, and you'll feel comfortable with the fit of your controlling idea.  Or you may discover a 
number of competing controlling ideas, which may indicate that you need more research.  But 
that's a good thing to know.  Whatever trial controlling idea you pick at this stage, you have the 
opportunity to improve it.  Let’s refer back to our example:  
 
    --After talking to the boss about the brigade S4's information, we 
still see four major groups of information: maintenance personnel, repair parts, driver’s 
maintenance, and time management.  But the fourth is much clearer now, giving us a way to 
interpret the other three.  In effect, the "maintenance personnel" group became the source for our 
trial controlling idea.  
 
    --With a little checking, we are able to determine the brigade 
commander's objective: “He wants to know whether the serious shortage of maintenance NCOs 
is the cause of maintenance problems in our battalion.”  So it won't help the brigade commander 
much if we address the repair parts flow or driver maintenance issues unless we can relate them 
back to the experience and training of maintenance personnel.  
 
    --Perhaps it would be  helpful to begin research focused on 
"maintenance personnel experience and training." In our research we find that the evidence 
points to inexperienced maintenance personnel as the major cause of the high deadline rate.  
Specifically, we are asking the young motor sergeants in the battalions to function in positions of 
responsibility well above their present skill level.  In fact most of the deadline problems, to 
include the failure to pick up parts for the five tons, are the result of the motor sergeants' 
inexperience and lack of training.  Modifying our trial controlling idea we develop the following: 
"The battalion's maintenance problems are largely the result of inexperienced motor sergeants." 
 
 b.  Formulate your major parts. Given a reasonably focused controlling idea, it's time to 
work on the information we have gathered.  Divide the information into precise groups focus on 
each group, one at a time, in whatever order you deem fitting.  For each group, write a simple 

Is the controlling idea relevant to the purpose and audience?  In short, does it waste the  
audience's time? 

 
Is the controlling idea focused to the scope of the briefing--not too long (won't be read) or too 

short (won't get the job done)? 
 
Is there enough information/evidence to support the controlling idea?  Are relevant views and 

questions accounted for? 
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declarative statement consistent with the information in that group and supporting the trial 
controlling idea.  You're developing "subordinate controlling ideas" for each major part.  Again, 
you should produce statements with a topic and an attitude.  Keep your controlling idea in view.  
Let it guide your formulation. 
 
  (1)  Test and modify each trial subordinate controlling idea until it accurately 
represents the information contained in the group.  Check each statement for efficiency and 
focus.  If you find two or more ideas in one statement, break it into two statements.  Let's refer 
back to our example. 
 
   (a)  Let’s say we identified four groups, with the first group (maintenance 
personnel) containing the controlling idea.  That leaves us with three other groups to choose from 
in forming our supporting major parts. 
 
   (b)  The second group is repair parts. The facts show significant and 
persistent shortages of repair parts for all vehicles.  However, the facts also show that the parts 
are in the system.  The lack of on-hand repair parts are the direct result of inexperienced motor 
sergeants and Prescribed Load List (PLL) clerks not knowing the necessary supply procedures to 
order, stock, and pick up parts.  Use this to information to create a simple, declarative sentence 
that supports the paper's controlling idea and represents the information contained in this major 
part: "Repair parts are a problem, but the problem is due to the maintenance personnel's lack of 
training in ordering and picking up parts."  This statement is a bit complicated and may create 
confusion on the part of the reader.  Let's refine the statement:  "Maintenance personnel's lack of 
training creates repair parts shortages for all vehicles."  When you're reasonably satisfied and 
don't see a better alternative, go to the next major part. 
 
   (c)  We labeled the third group "driver's maintenance."  All records 
indicate that the daily driver's maintenance is good.  The drivers and their supervisors know how 
to perform Preventive Maintenance Checks and Services (PMCS).  But the drivers' lubrication 
services, which the motor sergeants and mechanics supervise, are poor and the records are 
incomplete.  The records also show that drivers are reporting deadlined vehicles and are 
submitting requests for parts.  Yet the requests often get lost or misplaced in the company motor 
shops.  In this case the subordinate controlling idea for our major part might be: "Lack of 
training and experience among maintenance personnel limits the drivers' ability to perform 
effective maintenance." 
 
   (d)  Time management is our fourth group. Again, the facts point towards 
the maintenance personnel's lack of training and experience.  In formulating a subordinate 
controlling idea for this major part, we must tie the pitfalls of poor time management to the lack 
of training and experience.  
 
  (2)  Eventually you will have a sentence for the controlling idea and a sentence 
for each of the major part's subordinate controlling ideas.  Write them down on a sheet of paper 
with the controlling idea at the top and the subordinate controlling ideas underneath.  Now we're 
ready for the next planning step. 
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 c.  Sort your major parts.  List the supporting ideas in different sequences to discover 
what's most effective.  Sometimes the topic or situation will suggest a sequence that the audience 
will be most receptive to or expects from you.  You need to understand that you have choices in 
the presentation of your material.  Remember, we don't just dump the facts out on the boss's desk.  
Rhetoric is the study of the most effective means for presenting information.  Here are a few 
possibilities: 
 

 
You may find that you don't have a choice about the sequence.  Many posts, units, and 
organizations specify standard sequencing for staff presentations and documents.  Your 
audience, as always, should dictate your rhetorical choice.  When you have finished sequencing 
your major parts, check for consistency between -- 
 
 
 
 
 
 
 
 
 d.  Plan your minor parts.  You've established a controlling idea and sequenced the major 
parts.  A good portion of the work is done.  What major work remains is to formulate and sort the 
minor parts as a base of support for your major parts.  Each major part serves as a controlling 
idea for the supporting minor parts beneath it.  How much of a foundation do you need to 
develop?  That depends on the audience.  Somewhere along the pathway from controlling idea to 
major part to minor part, you must reach a credibility point at which your audience will consider 
your ideas as evidence, not just opinion or feelings.  Evidence is what the audience believes 
without the need for further analysis or support.  Facts for one audience may be looked on as 
opinions by another; but the combination of evidence and analysis is unbeatable.  Analysis 
should end only when the audience accepts your information as evidence in support of your 
controlling idea.  When you've exhausted your information but still feel the need for more 
evidence, do more research.  If you still can't find it, reevaluate your controlling idea.  But be 

 Chronological order:  describing events by time as they occur. 

 Spatial arrangement:  top to bottom, left to right. 

 Cause and effect:  demonstrating results or origins. 

 By importance:  open with strength or finish with a climax. 

 General to specific; specific to general. 

 Bad news first, then good; or good news first, then 

concession. 

 Compare and contrast; similarities and differences. 

 Problem and solution. 

  Controlling idea and purpose. 
 
  Controlling idea and audience. 
 
  Controlling idea and major parts. 
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careful.  Whenever you modify, move, or delete a part, retest the whole to ensure it still holds 
together. 
 
 e.  Write a draft introduction.  You have the essential ingredients for an introduction: an 
attention getting step, a plan for setting the stage, a controlling idea, and the major parts.  Now 
organize these ingredients in an outline.  If they still look tentative, that's fine.  Remember that 
you can revise right up until your suspense makes the last draft your final draft. 
 
  (1)  You may still be unsure how to state the controlling idea in its most accurate 
and efficient form.  Don't worry, you don’t need to finalize the controlling idea later in the 
process.  Even at this stage you're still refining. 
 
  (2)  Don't be preoccupied with polishing the outline.  It's for you, not the 
audience.  But if you can fill it out with sentences, your complete thoughts will be down on 
paper, and you'll reap the rewards during the drafting stage. 
 
 f.  Write a draft conclusion.  A reader can look back in the document to find the 
controlling idea but an audience has to rely upon their memory.  So, reiterating the controlling 
idea and the major parts in the conclusion will leave this information fresh in the audience's 
mind. 
  
 g.  Let's summarize the six steps of organizing a briefing:    
 
 
 
 
 
 
 
 
 
 
 
 
The outline contains the "natural" components of organization -- introduction, main body, and 
conclusion -- generally used by all writers and speakers.  We don't expect you to follow a rigid 
outline technique or structure.  Some people use topics in their outline; some people use 
complete sentences.  Remember, the outline is for your use; it must be user friendly. 
 
With the completion of the planning phase you should have clearly laid out how you will present 
your briefing. 
 
 h.  Drafting from outline. 
 
  (1)  Prepare a draft briefing either by using a tape recorder or by quickly writing 
out your briefing.  Follow your outline to ensure you capture the important points of your 

 1.  Produce the controlling idea. 

  2.  Formulate the major parts. 

  3.  Sort the major parts. 

  4.  Formulate and sort the minor parts. 

  5.  Draft the introduction. 

  6.  Draft the conclusion. 
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briefing.  Don't worry about the PERFECT word or sentence, but concentrate on capturing the 
ideas.  When you play back the recorder or read over the draft you can correct word choice and 
sentence structure. 
 
  (2)  Draft to the outline.  As ideas develop and words begin to flow into the 
recorder or onto the paper, it becomes easy to lose sight of the direction or the details and 
connections that we need to make.  Use the outline to keep you on course.  Be flexible.  A 
previously overlooked yet relevant idea may challenge your plan.  Don't be so rigid as to 
disregard it because it's not part of your outline, but don't abandon your outline either.  Refer to 
the outline and accommodate the omission.  Flying blind in your draft won't get you anywhere 
fast.  If your draft seems to consistently be going in another direction, stop drafting and return to 
the outline.  Spend some more time getting the outline right.  At this point in the process, you 
should have a draft.  It may not be perfect, but present your draft to a trial audience.  This should 
determine if you are on target.  
 
 i.  Develop your verbal supports.  Listeners like readers, want concrete examples.  They want 
believable assertions and assumptions.  Then, they want specific cases presented in clear, 
memorable language.  In addition to hearing you, they want to see what you mean, have a feel 
for your point of view, agree with your good taste, and believe you with their five senses.  
Therefore, use active voice verbs, precise nouns, vivid adjectives and adverbs, and just enough 
well-chosen illustrations to help them understand and remember 
 
  (1)  Definitions:  Use these when you expect the audience to ask, "What do you mean by 
that?"  You would rather have control of the briefing rather than deal with interruptions, so why 
not anticipate? 
 
  (2)  Examples:  Examples are critical to credibility.  When explained and believed, they 
are the foundation of evidence.  Examples and illustrations are verbal pictures that hold an 
audience's interest.  They may be factual or imaginary, but the factual are always better.  Some 
examples involve comparison or contrast--bridges between the known and unknown.  Showing a 
new idea's similarity to something already familiar often clarifies the new idea.  Our 
comparisons, factual or imaginary, often occur as analogies.  For example, you might explain 
radar by comparing its action to the reflection of a light beam or the manner in which a flying bat 
"sees" in the darkness. 
 
  (3)  Quotations:  Cite other’s words to add variety and authority to your own.  Quotations 
of respected persons are often most effective to open or to close speeches, but you can find 
suitable occasions almost anywhere.  Supporting quotations ought to come from sources the 
audience will recognize and accept. 
 
  (4)  Statistics:  Numbers frequently define or verify observations.  Used wisely, they can 
save an otherwise vague or unpopular but valid idea.  Used unwisely, they can confuse the 
audience or embarrass the speaker.  Here are four preventive measures: 
 
   (a)  Understand your numbers.  Verify not just the math, but also the assumptions and 
sources. 
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   (b)  Use only as much precision or complexity as your purpose requires.  For 
example, don't say "$251,006,511.75" when "a quarter of a billion" will make the point.  When 
precision really matters, display the numbers visually. 
 
   (c)  Explain your numbers in terms the audience will truly understand. 
 
   (d)  When appropriate, also depict your numbers graphically, for those of us who 
need to visualize what those numbers are saying.  The use of graphs can make the difference 
between clarity and confusion. 
 
  (5)  Restatement and Repetition:  Stating facts a second time can firmly plant ideas in the 
listeners' mind, and are critical when you have points you want the listener to remember a 
particular point. 
 
 j.  Develop your visual supports.  Note:  See Appendix B2, Tips for Speaking Effectively, 
Tip #9, Using Visual Aids, Student Handout.  Do you have to use visual aids?  No, they're not 
mandatory.  But in most formal briefings, they help simplify complex ideas and statistics.  
Research studies show we typically retain only about ten percent of what we read and twenty 
percent of what we hear.  Yet when sight and sound communicate together, we retain facts up to 
fifty-five percent longer.  That's why television advertising costs more than radio or billboard 
advertising.  That's why your briefings will improve with effective visual support.  Even if you're 
not an expert, you can plan and produce more effective visual aids.  Study your outline to decide 
where you need visuals to simplify and explain.  When you have identified the locations, then 
sketch out the words and layout.  Then draft, rehearse, critique, condense, and revise.  As you 
draft each visual, keep the following general questions in mind: 
 
 

 
 k.  Integrate your transitions.  When you've planned the briefing (introduction, development 
of major and minor parts, and conclusion), review the outline for general coherence.  Does it 
hold together clearly and logically?  At this point you should add to the outline appropriate 
transitional words between the major parts.  Words such as--Let me illustrate this point . . . .Most 
importantly, we must consider. . . . In the meantime, we will continue to deadline. . . Despite 
those disadvantages, option three is best because . . .Now let me summarize our findings by 

 (1)  Relevant?  Is it necessary?  Is it appropriate to purpose and audience? 
 
 (2)  Focused?  Does it communicate only ONE controlling idea? 
 
 (3)  Organized?   Does  it  have  balance  and  visual  appeal--all the right 

parts in the right places, sizes, and colors--without becoming a 
distraction? 

 
 (4)  Coherent?  Does  the  entire  visual  flow  with such devices as 

parallelism, connecting words, and transition markers? 
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showing this matrix. . . . may seem too obvious in writing, but they're essential in speaking.  
Failure to use transitions may easily distract your audience. 
 
 l. Determine your setting.  With your outline completed, plan the environment of your 
presentation.  You may need to sketch a seating plan by protocol.  If the room's equipment is 
moveable, then plan where you will place the lectern, the audio-visual equipment, and the 
furniture.  Also begin a list of supplies you may need:  extension cords, microphones, cables, 
extra projector bulbs, props, displays, handouts, notepads, pencils, pointer, screen, markers and 
erasers, viewgraphs, and refreshments.  You'll probably keep updating your list, so keep it handy. 
 
3. STEP 3:  DELIVER A PRACTICE BRIEFING.  The next step is to rehearse, rehearse, and 
rehearse.  Practice your briefing.  This is the run through step of the speaking process and equals 
the drafting in the writing process.  This is the step where you will test and validate your briefing 
style by focusing on coherence, efficiency, tone, voice, and your body language. 
 
 
 
 
 
 
 
 
 
 
 a.  Develop your delivery method.  Use manuscript or note cards.  It is possible that you 
might write your briefing -- word for word -- before you practice and deliver it.  There's a 
definite drawback to delivering a speech you've written out.  It won't sound spontaneous.  You've 
probably noticed that, for this very reason, many manuscript speeches sound stuffy and stilted.  
You can follow your outline and then make a tape recording to help identify the problems.  If 
you need to, you can transcribe the tape, and polish the words and phrases as you proceed.  
However, you still need to reduce the written speech to a set of note cards with words or short 
phrases to jog your memory.  After appropriate rehearsals, those note cards will be all you need 
to stay on track.  There may be times when you need a complete manuscript.  You may need 
precise, unvarying language for a certain listener, because of a security classification, a difficult 
subject matter, or historical accuracy.  Whether you work from a manuscript or an outline, you 
must still rehearse.  This is the only way to achieve a delivery that has spontaneity, personality, 
and authority. 
 
 b.  Deliver multiple practice briefings.  For the most part, speakers go from a well-developed 
outline to what we commonly refer to as a “run-through.”  The run-through is your first 
rehearsal.  It should not be your last.  We recommend many rehearsals after the outline and 
before the actual speaking occasion.  This text breaks the rehearsal into two categories:  the run-
through and the dress rehearsal.  Between these two steps, you should continue to revise.  As any 
experienced speaker knows, you can and should rehearse as many times as possible, and revise 
after each rehearsal.   
 

 REHEARSE 
 
  REHEARSE 
 
     
   REHEARSE 
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  (1)  Why rehearse?  We often say "If you don't have time to do it right, when will you 
have time to do it over?"  In speaking, however, you won't ever get the chance to do it over.  It's 
a one shot deal.  Can you afford not to rehearse?  This is when you learn for the first time how 
our words really sound and how the presentation really looks.  Rehearsal also reduces anxiety for 
you AND confusion and frustration for the audience.  Also, within the past few years you may 
have developed some poor preparation and delivery habits.  Now's the time to rethink the 
process, polish your skills, and include rehearsals.  Just as we encourage you to have fresh eyes 
for your written drafts, have fresh ears for your oral drafts. 
 
  (2)  Rehearse with a mirror, tape recorder, or video recorder!  You'll profit from such 
self-critique.  However, the best critique comes from other discerning listeners.  Here's how. 
 
   (a)  Get listeners who have experience.  Give them only enough background to clarify 
your purpose and intended audience.  Have them use the evaluation form as a guide for feedback.  
Then using all your props and audio-visuals deliver your presentation. 
 
   (b)  Speak in a conversational style.  Communicate directly and concisely, using 
mostly active voice.  This may be difficult initially, but that’s all right.  After all, this is your first 
rehearsal.  In the process you will discover flawed or missing substance and organization.  
Naturally, you will want listeners to point that out.  But they should also comment on how you 
sound,  look, and move.  In oral communication these are part of your message.  Use rehearsals 
and listeners'  feedback to polish them. 
 
   (c)  Resist the temptation to memorize everything.  Memorized opening and closing 
statements can help, but a speech entirely memorized will almost always be stilted.  Worse, your 
memory may lapse, destroying everything.  So instead of memorizing a whole speech, rehearse 
until you're comfortable with its language.  You'll build self-confidence and sound spontaneous.  
You'll speak with the right words and you won't vocalize the pauses (uh, ah, ummmm). 
 
  (3)  Use the evaluation form to Validate your rehearsal by focusing on your briefing style 
(see page 16 of the Student Handout). 
. 
4.  STEP 4:  REVISE THE BRIEFING.  Have someone you trust to be candid listen to your 
briefing and provide feedback. 
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 a.  Focus on your audience’s perspective.  Until we finish the draft phase, we should keep 
the mind free to concentrate on substance and organization.  After the draft is complete, we then 
focus on viewing our work through the  audience’s eyes.  We must do the following in the 
revision step: 
 
We must see the material from the audience's perspective.  Don't begin to revise until you can 
look at your material in this light.  This involves separating yourself from the briefing, shifting 
from briefer to audience.    
 
 b.  Validate Your Introduction.   
 
  (1)  As your audience listens to your briefing, ask the person to identify your 
attention step--does it create interest and provide purpose to the briefing. 
 
  (2)  Is he/she able to identify your controlling idea and tell you how it provides 
focus and unifies your briefing. 
 
  (3)  Can your audience identify your agenda/main points.  Do they support your 
controlling idea?  Do they support the focus of your controlling idea?  Are they carefully thought 
out? 
 
 c.  Validate Body of the Presentation. 
 
  (1)  Is your organization logical, appropriate and shows a clear relationship 
between ideas. 
 
  (2)  Is your audience able to identify the support you provide for your briefing.  
Does this support based on credible facts and opinions?  Doe it support your main ideas?  Is it 
fully developed. 
 

REVISE THE BRIEFING 
 

 Focus on your audience’s perspective. 

 Validate your introduction 

 Validate body of presentation 

 Validate your conclusion 

 Review your style 

 Revise as Necessary 
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  (3)  Transitions are very important.  They help your audience to move with you 
from point to point.  Do your transitions provide good continuity to the ideas you are trying to 
develop.  Do they smoothly tie the parts of your briefing together? 
 
  (4)  Visual aids are useful tools for supporting or illustrating ideas.  Do you use 
visual aids where they are not needed?  If used, do they support or illustrate your ideas?  Do they 
stimulate your audience's thinking or translate the ideas you develop in your briefing? 
 
  (5)  Objective.  Ask your audience to identify the objective of your briefing.  If 
your objective is to provide an information briefing and you develop a persuasive briefing, 
you've failed the objective.  Have you met the requirement of providing information or have you 
gone beyond and shown your audience how this information is important? 
 
 d.  Validate your conclusion.  Does your conclusion help your audience to review the 
ideas and relationships you developed?  Have you provided a complete synthesis that helps your 
audience to retain what you've said. 
 
 e.  Review your style.  First. is my style is consistent with the Army standard that 
emphasizes "understandable" before "rapid."  Second, how I use my voice may enhance or 
detract from an otherwise excellent briefing.  Focus on emphasis, rate and tone. 
 
  (1)  Format.  Have I used the appropriate format for the briefing?  For example, a 
persuasive briefing requires a different format than an information briefing. 
 
  (2)  Tone.  Your gestures, glances, speech habits, voice quality, dress, and audio-visuals 
create a total effect that we call the tone..  Thus, as you think about the remaining criteria of 
style, think about their aggregate effect: the created tone or "feeling.”  Everything becomes a part 
of your message. 
 
  (3)  Voice.  Keep your voice primarily in your natural register because it's easier to hear 
and comprehend.  Avoid speaking in a lower than normal register for long periods because you 
could damage your vocal cords.  Talk occasionally in a slightly higher pitch to emphasize major 
points.  When you don't have a microphone, a higher pitch will carry your voice farther.  Always 
prepare your throat properly.  Drink water, preferably with some lemon juice in it, to clear your 
vocal cords.  If you're familiar with any vocal warm-up exercises, do them also. 
 
Listeners think many times faster than anyone talks.  Fortunately, the goal is not to keep up with 
them, but to communicate and support a controlling idea.  Typically, a speaking rate of 125-150 
words per minute is adequate -- and the larger your audience, the slower you want to speak.  
Audience noise and the slightly longer traveling time of your voice will swallow up a too rapidly 
spoken sentence.  One of your main adversaries is boredom caused by the "thought-speech speed 
difference."  Remember that listeners can think much faster than you speak, and give them a 
lively presentation with vivid examples.  You want to develop a voice that is agile and flexible, 
yet not erratic in rate.  This is where rehearsing with a videocassette or a tape recorder can really 
help.  Not only can you get an accurate overall time length of the speech, but you can also 
calculate your speaking rate. 
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  (4)  Nonverbal Communication.  Although our spoken language is the primary signal in 
most public speaking, our body language also sends important signals.  An effective speaker not 
only understands the signals of body language, but also includes them in planning and rehearsal 
to insure a coherent total message. 
 
   (a)  Eyes:  Most speakers, particularly those learning to control nervousness, feel 
more confident after establishing eye contact with the audience.  It helps you relax by showing 
you that the audience is listening, wanting to understand, wanting you to succeed.  It controls the 
nervous darting of your eyes, or the distracting glances around the room, or the vacuous staring 
at some point between the speaker and audience.  It enhances your credibility because you look 
confident and sincere.  It also gives you the initiative.  When you look an audience in the eyes, 
they can't easily look at or think about something else.  Your simplest approach is to begin with 
several people throughout the audience who seem especially attentive and interested.  Focus on 
their eyes until your confidence grows; then begin including more and more of the audience.  
Eventually, you should look every listener in the eye at least once.  Of course, as with many 
principles, it's possible to go too far.  Make sure you don't cause your audience (and especially 
the decision maker) to feel uncomfortable by staring them down. 
 
   (b)  Face:  Facial animation, along with vocal animation, helps the audience see our 
enthusiasm, your belief in what you're saying.  Facial animation can include smiles, frowns, 
grimaces, and raised eyebrows.  When such perfectly natural expressions suit your meaning, 
don't suppress them for being "non-military" behavior.  They're not. 
 
   (c)  Hands: All gestures should appear natural and well timed, and they should help 
the audience focus on what ought to be your primary signal--words.  This means you should 
keep hand gestures above the waist.  You want the audience looking at your face most of the 
time.  You should also keep gestures meaningful (not limp or tiny) and also moderate (not 
distractingly repetitious or energetic).  When you're not using pointers, chalk, pens, and markers, 
put them down so you won't drop them or play with them.  Rings and other jewelry can also 
become unconscious distracters.  If they're problems for you, remove them before you speak.  
Should you ever put your hand in a pocket?  Are hands on the hips ever acceptable?  Your 
previous research about your role as speaker, your audience, and the setting should answer such 
questions.  For informal settings, placing a hand in a pocket or putting it on one hip for a brief 
time could communicate an intended tone.  Note the emphasis on brief, though.  Any stance or 
position you hold too long becomes, at the least, monotonous; at the worst, a distracting subject 
of speculation.  Resist jingling coins or keys.  Speakers often do it, unconsciously.  Take the 
coins and keys from your pockets before you begin.  
 
   (d)  Posture:  As a professional soldier, you may assume your posture is fine.  We 
hope that's true, but don't assume until you've seen yourself as the audience sees you.  During 
rehearsal, ask the listeners to observe your posture, or review it yourself by mirror or videotape.  
Keep in mind, too, that the first thirty seconds or so of your presentation become a lingering 
snapshot for the audience.  Unfortunately, your first thirty seconds are also difficult because you 
have not yet settled down and the audience isn't wholly attentive yet.  So, plan your body 
language, especially for the introduction.   
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Whenever you conduct a briefing while seated at a conference table, maintain good posture 
either by keeping your spine against the chair back or by setting forward in the chair and leaning 
slightly into the table.  In a small classroom or other casual situation, speakers may sit on a table 
as they talk.  If you choose to do this, then sit over a table led, and keep one foot on the floor.  
You also need to maintain good posture while doing this. 
 
   (e)  Movement: When practical, move comfortably and naturally away from the 
lectern for a time.  Then return.  If you'll rehearse these movements, you won't be away from the 
notes when you need them.  You'll also prevent aimless wandering that often increases your 
stage fright, and tires and exasperates your audience.  Smaller movements also demand attention.  
Eliminate "happy feet"--the nervousness that manifests itself in aimless pacing, swaying, and 
shifting,  and which can tire and exasperate the audience, too.  Unlearn the habit by holding still.  
When you make planned movements, stop completely at each destination, and then speak a while 
before moving again.  Are you a lectern rocker?  This bad habit has simple solutions also.  The 
easiest is to eliminate the lectern.  However, if you need it to support your props or notes, take a 
step away from the lectern while keeping your weight on both feet. 
 
   (f)  Timing:  Do you time a gesture to coincide with appropriate words or phrases?  
Do you introduce a view graph before turning it on?  Do you cross a stage at the most natural 
moment, perhaps to help signal transition?  Do you pause after a key point, or intentionally 
repeat it, for best effect?  Ask your listeners during rehearsal to look for these and other features 
of good timing.  Not tied to notes?  How you use your notes will tell your audience if you're 
prepared or not.  Over relying on notes, particularly during introductory and concluding remarks, 
signals inadequate rehearsal and defeats the persuasive power of face-to-face speaking.  So, 
avoid reading from notes unless for brief quotations or numerical detail.  Remember, long 
quotations or batches of statistics are most effective when simplified or displayed.  In most cases 
you can simplify notes to "bullets"--key words and phrases--so you won't bury your nose into 
sentences.  Practice until you can visualize nearly every key point in your mind.  When you can 
do this, the notes become aids, not distractions. 
 
   (g)  Poise:  Stage fright is common.  Even long-time performers have it.  Some of the 
most common symptoms--whether you're still "back stage" or facing the audience during the 
presentation--include weak knees, sweating palms, quivering voice, pounding heart, nausea, 
fumbled words, memory lapses, a runny nose, or a dry throat.  Exercising, breathing deeply, 
yawning, singing, and sipping lemon water are ways that many speakers control their jitters.  
Remember, all successful speakers include detailed rehearsal in their preparation. 
 
   (h)  Overall:  Conform to military standards of conventionality in delivery, bearing, 
and dress. 
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5.  STEP 5:  DELIVER THE BRIEFING.  Now is the time to conduct the final briefing.  You 
have rehearsed on multiple occasions and you should be ready to brief a substantive, organized 
presentation.  Now you need to prepare yourself for the following situations: 
 
 a.  A question and answer period.  Develop a method of answering questions.  Establish eye 
contact with both the questioner and the audience.  Turn non-questions into questions that help 
achieve the objective.  If someone says, "I don't think we need all this new equipment," simply 
convert the remark into a question:  "I believe I hear you asking, 'What are the benefits from 
purchasing this equipment?'“  Generally, effective answers should include one or more of these? 
 
  (1)  Your own professional and personal experience. 
 
  (2)  Quotations from experts. 
 
  (3)  Facts and comparisons. 
 
  (4)  Simplifications and examples. 
 
  (5)  Bridging responses that get back to the objective. 
 
Finally, be flexible.  Your listeners will react, ask questions, misunderstand, and disagree.  So be 
prepared to handle any distraction: respond, dispel confusion, support your controlling idea, and 
proceed without obvious frustration.  And when you don't know the answer, say so.  You may 
want to close the presentation by announcing you'll be available for private questions later--thus 
avoiding the formal questions entirely.  However, that luxury is seldom an option or desirable in 
military speaking situations. 
 
 b.  Handling audio-visuals.  Allow time for an audience to look at or read the visuals before 
you speak.  Practice this with your rehearsal audience.  Many, if not most, people, experience 
frustration whenever they need to read and listen at the same time.  So allow silent pauses to help 
the audience comfortably take in both your words and your visuals.  Face the audience when 
showing visuals.  Many listeners won't hear all your oral remarks when you talk to a screen 
behind you.  Rather, courteously remain facing the audience and glance at the view graph on the 
projector or hold a hard copy reference in your hand.  During rehearsals and presentations, use 
this effective five-step procedure for handling viewgraphs, slides, charts, blackboards, 
tackboards, videotapes, audiotapes, and physical models: 
 
  (1)  Introduce the visual aid orally. 
 
  (2)  Reveal the visual aid and allow time for the audience to absorb both meaning and 
relevance.   
 
  (3)  Discuss how the visual aid supports and simplifies your idea, keeping it prominently 
in sight or within hearing range only as long as it supports your remarks.  
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  (4)  Remain close to the visual aid during your explanation.  Don't confuse or frustrate the 
audience with competing focal points. 
 
  (5)  Remove the visual aid from sight or hearing range when you have finished using it. 
 
Rehearsing and checking your equipment give you the competitive edge against audio visual 
catastrophe: slides reversed or upside-down, blown projector bulbs; and your shadow blocking 
the slides.  The list is a long and humorous one--don't provide this kind of entertainment for your 
audience. 
 
6.  SUMMARY: 
 
 a.  If Army briefings are to promote good decision-making, they must clearly and quickly 
convey the speaker's and commander's intent.  You can easily convert the "corporate standard" 
for writing into one for spoken communications:  "An effective Army briefing transmits a 
clear message in a single listening, and is generally free of errors in grammar, mechanics, 
and usage." 
 
 b.  Good briefings should be compactly organized with a clear controlling idea stated early.  
The main supporting points should be easily identifiable so the listeners can remember them.  
Briefers can effectively research and analyze their subjects (usually a problem to be solved or an 
opportunity to be grasped) using mind-mapping, criteria for decision-making, and good outlining 
techniques. 
 
 c.  The traditional "package" for oral communications in the Army is the briefing. 
Remember, whatever format you use, your style should conform to the Army standard.  It should 
have specific transitions, be clearly and effectively sequenced, and uses appropriate audio visual 
supports.  It should be clearly presented in the active voice and first person, when appropriate.  It 
should be concisely worded, but without excessive jargon. 
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TSP 158-G-0030, Brief to Inform, Persuade, or Direct, CGSC, 20 Jun 1998. 
Appendix B2, Preparing a Persuasive Briefing, pages B-20 and B-21 
 
Disclaimer:  The training developer downloaded the text in this student handout 
from the Reimer Digital Library.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not conform to the Army Writing Style Program. 
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APPENDIX B2 

THE PERSUASIVE BRIEFING 
 
Although the decision briefing contains the essential elements of the information briefing, its 
purpose is different.  The decision briefing is to persuade the decision-maker to select the 
proposed course of action.  At the outset of the briefing, the briefer must state clearly that he/she 
is seeking a decision.  At the conclusion if he/she does not receive a decision, the briefer must 
ask for one.  The briefer must insure that he/she thoroughly understands the decision when it is 
rendered by the decision-maker.  If he/she is uncertain, the briefer should request clarification. 
 

FORMAT FOR THE DECISION BRIEFING 

1. INTRODUCTION 
 
 a. Greeting.  Address the person(s) being briefed and identify yourself. 
  
 b. Purpose.  State that the purpose of the briefing is to obtain a decision.  Announce the 
problem or the opportunity, which requires a decision.  State your recommendation with your 
main supporting points.  Put your bottom line up front, unless there is a specific reason for 
delaying the recommendation.  Do not waste the decision-maker’s time by making him/her 
second-guess what you will recommend. 
 
 c. Procedure.  Explain any special procedures or introduction of additional briefer(s). 
 
 d. Coordination.  State what coordination has been accomplished. 
 
 e. Classification.  Identify the security classification of the briefing, if appropriate. 
 
2. BODY. 
 
 a. Assumptions.  They must be valid, relevant, and necessary to the decision making 
process. 
 
 b. Facts Bearing on the Problem.  These should be stated concisely and accurately.  They 
must be supportable. 
 
 c. Discussion.  Analyze courses of action.  Plan for smooth transitions.  The initial 
statement should indicate the origin of the problem and point out any command guidance given.  
No other phase of the briefing reveals so critically the quality of the preparation. 
 
 d. Conclusions.  State those reached as a result of your research.  Discuss the degree of 
acceptance or the order of merit of each course of action.  These courses of action should be 
limited to the ones identified during the discussion.  Do not introduce any new courses of action 
at this point.  This phase should be restricted to only the logical conclusions derived from the 
discussion phase of the briefing. 
 



B-21 

 e. Recommendation(s).  Restate action(s) recommended.  Clearly state these actions so that 
the decision-maker can mentally decide either “yes” or “no.”  These recommendations must be 
specific.   
 
3.  CONCLUSION. 
 
 a. Ask for questions. 
 
 b. Request a decision or ask if your recommendation is approved or disapproved.  Has your 
presentation assisted rather than hindered or confused your audience.
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APPENDIX B3 

 
BRIEFING POINTS TO REMEMBER 

 
BE CLEAR.  Follow the Army standard for writing in your briefings:  “Easily understood in a 
single rapid hearing” is a good extension from the Army writing standard. 
 
PACE YOURSELF.  The average speaker talks at a rate of about 125-150 words per minute, 
but the only way you will know how long your briefing will take is through rehearsal.  Good 
speakers pace themselves.  They may emphasize a key point by speaking slowly,  by repetition, 
or by increasing their volume for emphasis.  However, don't speak so slow that your audience 
becomes bored, nor so fast that you appear to be racing through your topic. 
 
VISUAL AIDS.  Make sure your visual supports are simple, and visible.  Be sure to proofread.  
Do not risk being embarrassed by distracting errors. 
 
REHEARSE!  You may need many rehearsals so that you can give a smooth briefing.  Use a 
video cassette recorder, an empty classroom, a mirror, or your spouse or classmate to critique 
your efforts. 
 
NERVOUS.  Expect to be nervous.  The best public speakers have learned to expect some 
tension, and accept it as a natural part of speaking.  Some things you can do to keep your nerves 
in control are:   
 
 a.  On the morning of the briefing, jog, walk, or mediate to keep your energy level high. 
 
 b.  Just before your briefing, do a few exercises to calm your nerves. 
 
 c.  Loosen up your mind and your voice by telling someone in vivid terms your 
expectations of the briefing. 
 
 d.  Use your imagination.  Use what works for you!! 
 
ENTHUSIASM.    Be enthusiastic about your subject.  Some nervousness will provide the 
stimulation for this enthusiasm.  Variety in the rate of your speech, the pitch, and the loudness of 
your voice will increase the effectiveness of your presentation and is something you can control. 
 
YOUR HANDS  Avoid holding anything in your hands unless you are skilled in its use (pointers 
or a pen).  Invariably the novice will begin waving these things around. 
 
BODY LANGUAGE.  You are your best visual aid.  Use your body in the communication 
process by making each gesture count.  Rehearse to avoid distracting movements and gestures. 
 
EYE CONTACT.  Watch your audience and maintain eye contact during your briefing.  Their 
reactions will tell you how your briefing is going. 
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USING CHARTS, ETC.  If you have technical points or statistics, you may find penciled notes 
on your charts are better than note cards.  Remember to look at your audience and not stare at 
your charts.  Avoid sheets of paper; note cards are more convenient. 
 
HANDOUTS.  If you are giving handouts to your audience, wait until the end of your briefing to 
distribute them.  If you give handouts before you begin or during your briefing, the handouts 
may be a distraction.  People will be reading the handouts instead of listening to you. 
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Student Handout 6 
Military Decision Briefing Evaluation Form 

Performance Recording Sheet page 1 of 2 
Student Name: 
 

 

Class: 

Evaluator Name: 
 
 

Date: 

Evaluation Standards: 
SUPERIOR:  Student achieves fifteen or more superior ratings out of sixteen possible areas for the 
introduction, body, conclusion, and overall comments.  Student can receive no unsatisfactory ratings. 
 
SATISFACTORY:  Student does not achieve a SUPERIOR rating, but achieves twelve or more 
satisfactory or superior ratings out of the sixteen possible areas for the introduction, body, conclusion, 
and overall comments. 
 
UNSATISFACTORY:  Student achieves five or more unsatisfactory ratings out of the sixteen possible 
areas for the introduction, body, conclusion, and overall comments.  Students who fail to present the 
briefing within the time requirements (8 to 10 minutes) or fail to turn in a briefing outline will receive an 
overall unsatisfactory rating. 
 

Rating Received  
Performance Steps SUPERIOR SAT UNSAT 
 
Introduction: 
 
 Gives a Military Greeting 
 
 States, Type, Classification, and Purpose 
 
 States the Problem 
 
 Gives a Recommendation 
 
Body: 
 
 Gives Key Facts Bearing on the Problem 
 
 Gives Pertinent Facts to Influence Decision 
 
 Presents Both Positive and Negative Facts 
 
 Makes Assumptions to Bridge Gaps in 
 Factual Data 
 
 Discusses Various Options to Solve 
 Problem 
 
 Provides Criteria to Evaluate How to Solve 
 Problem 
  

 
 
 

(   ) 
 

(   ) 
 

(   ) 
 

(   ) 
 
 
 

(   ) 
 

(   ) 
 

(   ) 
 
 

(   ) 
 
 

(   ) 
 
 

(   ) 

 
 
 

(   ) 
 

(   ) 
 

(   ) 
 

(   ) 
 
 
 

(   ) 
 

(   ) 
 

(   ) 
 
 

(   ) 
 
 

(   ) 
 
 

(   ) 

 
 
 

(   ) 
 

(   ) 
 

(   ) 
 

(   ) 
 
 
 

(   ) 
 

(   ) 
 

(   ) 
 
 

(   ) 
 
 

(   ) 
 
 

(   ) 
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Student Handout 6 

Military Decision Briefing Evaluation Form 
Performance Recording Sheet page 2 of 2 

 
Rating Received  

Performance Steps SUPERIOR SAT UNSAT 
 
Body (cont): 
 
 Shows How the Courses of Action Rate 
 Against Evaluation Criteria 
 
Conclusion: 
 
 Describes Why the Selected Solution is 
 Best 
 
 Asks For and Answers Questions (Time for 
 Questions and Answers does not count 
 against briefing time) 
 
 Restates Recommendation for 
 Approval/Disapproval 
 
 Asks for a Decision  
 

 
 
 
 

(   ) 
 
 
 
 

(   ) 
 
 
 

(   ) 
 
 

(   ) 
 

(   ) 

 
 
 
 

(   ) 
 
 
 
 

(   ) 
 
 
 

(   ) 
 
 

(   ) 
 

(   ) 

 
 
 
 

(   ) 
 
 
 
 

(   ) 
 
 
 

(   ) 
 
 

(   ) 
 

(   ) 

Overall Comments: 
 
 Met Time Requirement of 8 to 10 minutes  (less than 8 or more than 10 minutes is an overall 
UNSAT rating): 
 
Yes__________       No__________ 
 
 Turned in Briefing Outline (if Briefing Outline is not turned in, it is an overall UNSAT 
rating): 
 
Yes__________       No__________ 
 
Remarks: 
 
 
 
 
 
Overall Evaluation SUPERIOR 

(   ) 
SAT 
(   ) 

UNSAT 
(   ) 

Student’s Signature: 
 

Instructor’s Signature: 
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Student Handout 7 
 

Military Decision Briefing Evaluation Criteria 
 
 
Rated Area SUPERIOR SATISFACTORY UNSATISFACTORY
Introduction    
Military Greeting Greets decision maker, 

fellow students, and 
introduces self 

Greets decision maker 
and introduces self 

No greeting or 
incomplete 

Statement of Type, 
Classification, and 
Purpose 

Creates an interest, 
states the type, 
classification, and 
purpose of the briefing 

States type, 
classification, and 
purpose of the briefing 

Does not state type, 
classification, or purpose 
of the briefing 

Statement of the 
Problem 

Precisely states the idea 
or problem controlling 
the briefing 

Generally expresses 
the idea or problem 
controlling the briefing 

No statement or is vague 
or confusing 

Recommendation Concise 
recommendation that 
focuses on the subject 

Generally states the 
recommendation 

No recommendation or 
unclear 

Body    
Key facts bearing on the 
problem 

Abundant evidence to 
support the briefing 

Evidence that supports 
the briefing in general 
terms 

None, unclear, or 
evidence does not 
support the briefing 

Pertinent facts to 
influence the decision 

Clearly states relevant 
facts to support the 
course of action 

Contains relevant facts 
and opinions 

Vague or unrelated facts 

Presents both positive 
and negative facts 

Clearly presents both 
positive and negative 
perspectives 

Generally presents both 
positive and negative 
perspectives 

Does not present both 
positive and negative 
perspectives 

Makes assumptions to 
bridge gaps in factual 
data 

Clearly states 
assumptions so the 
audience understands 
the relevancy and how 
they support the briefing 

Assumptions support 
the briefing but briefer 
does not explain the 
relevancy 

Does not identify 
assumptions 

Discusses various 
options to solve the 
problem 

Clearly identifies two or 
more options that are 
relevant to solving the 
problem 

Gives options that are 
relevant to solving the 
problem 

Does not present options 
to solve the problem 

Criteria to evaluate how 
to solve the problem 

Identifies three or more 
criteria to compare 
courses of action 

Identifies two criteria to 
compare courses of 
action 

Only identifies one or no 
criteria to compare 
courses of action 

Discussion of each 
course of action’s 
advantages and 
disadvantages 

Provides two or more 
relevant advantages 
and disadvantages for 
each course of action 

Provides an advantage 
and disadvantage for 
each course of action 

Does not provide 
advantages or 
disadvantages 

Shows how the courses 
of action rate against 
the evaluation criteria 

Logically and clearly 
rates each course of 
action against all criteria 
identified 

Rates each course of 
action against all 
criteria identified but 
lacks logic 

Fails to rate one or more 
course of action against 
one or more criteria 
identified 
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Rated Area SUPERIOR SATISFACTORY UNSATISFACTORY
Conclusion    
Describes why the 
selected solution is best 

Provides a clear 
statement of why the 
course of action chosen 
is the best solution for 
the problem 

Makes statement 
concerning which 
course of action will 
solve the problem 

Does not discuss which 
course of action is best 
to solve the problem 

Asks for and answers 
questions 

Asks for and answers 
specific questions 
concerning the briefing 

Ask for questions Does not ask for 
questions 

Asks for a decision Briefer clearly asks the 
decision maker for a 
decision based on the 
information provided in 
the briefing 

Asks the decision 
maker for a decision 

Does not ask the 
decision maker for a 
decision 

Met Time Requirement If briefing time is less than 8 minutes or more than 10 minutes, the student will 
receive an overall unsatisfactory rating 

Turned in briefing 
outline 

If a briefing outline is not turned into the instructor prior to the beginning of the 
briefing, the student will receive an overall unsatisfactory rating 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

THIS PAGE INTENTIONALLY LEFT BLANK 
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Student Handout 8 
 

Extracted Material from TSP 158-G-0030 
 

 
This Student 
Handout 
Contains 

This student handout contains 22 pages of extracted material from the following 
publication: 

 
TSP 158-G-0030, Brief to Inform, Persuade, or Direct, CGSC, 20 Jun 1998. 
Appendix B6, Preparing a Persuasive Briefing, pages B-29 and B-50 
 
Disclaimer:  The training developer downloaded the text in this student handout 
from the Reimer Digital Library.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not conform to the Army Writing Style Program. 
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APPENDIX B6 
 

CONDUCT A PERSUASIVE BRIEFING 
 
 
 
 
 

Tips
for                         

speaking 
effectively

.
Leadership Instruction Division,

Center for Army Leadership , CGSC
Fort Leavenworth,KS
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A Simple Structure for Your Next Presentation 
(Its your presentation, but it’s all about them.) 

 
 
 

 
 

 

You’re concerned. 
 I understand 
 
 
 
 
 “Here’s a different point of view ... 
          a different way of looking at your 
           problem.” 
 
 
 
 
 
 
 
 “This is the idea ... 
 Here’s the evidence.” 
 
 
 
 
 
 
 
     "This is what you need to 
know..." 
 
 
 
 
 
 
 
 
       "Here the information..." 
 “Here’s a plan ..." 

      ISSUE OF SOME 
  CONCERN 
 
 
 
 
      POINT OF VIEW 
 
 
 
 
 
 
 
 
 
         SUPPORT 
 
 
 
 
 
 
 
 
   THE VALUE FOR YOU 
 
 
 
 
 
 
 
 
 
 THE NEXT STEP 
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Tips for Speaking Effectively 
 

Table of Contents 
 
 

Preface 
 
Tip #1 -- Introducing The Speaker  
 
Tip #2 -- Introducing Yourself  
 
Tip #3 -- Nervousness  
 
Tip #4 -- Stating Your Purpose  
 
Tip #5 -- Using Visual Aids  
 
Tip #6 -- Speaking from a Manuscript  
 
Tip #7 -- Listening and Public Speaking  
 
Tip #8 -- The Desk-Side Briefing  
 
Tip #9 -- Speaking to Different Audiences 
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PREFACE 
 
 The following Speaking Tips are some ideas that many have found helpful in developing 
their own speaking style and we have provided them as a further resource you may find helpful.   
Try them out.  You may find some ideas very helpful as you develop your public speaking skills. 
 
 You may find some of the speaking tips may be more useful then others as you prepare to 
conduct a persuasive briefing.  Some of these, for example, Speaking Tip #1, Introducing 
Yourself, is not directly applicable to the requirement of this course.  However, there will come 
a time when you may have to provide a 3-5 minute introduction of yourself.  This tip is one you 
may then find helpful. 
 
 

Speaking Tip #1 
 

Introducing the Speaker 
 
 
Purpose -- 
 
 Build enthusiasm for the upcoming speaker 
 Build enthusiasm for the speaker’s topic 
 Establish a welcoming climate to boost the speaker’s credibility 
 
Guidelines -- 
 
 Be brief 
 Be completely accurate 
 Be appropriate to the occasion 
 Be appropriate to the speaker 
 Be appropriate to the audience 
 Save the speaker’s name to last 
 
Do Not -- 
 
 Impose on the speaker’s time 
 Impose on the speaker’s topic 
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Speaking Tip #2 
 

Introducing Yourself 
 
Introduction 
 
 You are the subject of a self-introduction.  You will have 3 to 5 minutes to introduce 
yourself.  That’s a pretty broad subject to cover in such a short time, so pick one or two aspects 
of your life that will be interesting to your audience to give a little insight into understanding you 
as an individual.  You might want to talk about your birthplace, education, and family.  You 
might want to tell about your past experiences, such as jobs held, challenging experiences, or 
your ambitions.  Maybe you’ll tell about your hobbies or special interests.  Anything is 
appropriate if it relates to you as an individual.  Having complete knowledge about your subject 
will help you to be very confident. 
 
 Once you have the main points of your talk in mind, weave them into a story, just as 
though you were telling it to your friends over dinner.  Share personal experiences that are 
significant to you.  The more personal you make your talk, the warmer the relationship will be 
between you and your audience. 
 
Beginning, Middle, and End 
 
 Your talk needs a begin, middle, and end.  So think of an interesting starting sentence.  
Fix it clearly in your mind and use it, even if you think of “something better” just before you 
start to speak.  Next, prepare a good conclusion to your speech and fix it in your mind.  Now that 
you have a solid beginning and ending, you can more easily develop the middle of the speech. 
 
 Remember an effective speech has a restricted focus that is stated up front.  Then select 
two or three major parts and develop them by using concise examples, illustration, or anecdotes.  
If you merely state fact after fact, your audience may miss your point.  Therefore, illustrate to 
ensure your audience clearly understands your message. 
 
Notes 
 
 Will you need notes?  If you do, write a brief outline of your speech on “3x5” cards that 
you can place on the lectern or hold in your hand.  Refer to your cards only when you need them.  
Use only key words or phrases to jog your memory.  Remember, you are speaking; you are not 
reading.  Take advantage of any speaking opportunities to experiment and find a method that 
works best for you. 
 
Preparation 
 
 Practice your talk until you are comfortable with it.  You shouldn’t memorize it, because 
you know so much about you.  However, you may want to memorize  your introduction and 
conclusion.  Try the talk on someone in your family or on a friend.  Ask them to provide you 
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with a critical critique that focuses on your strengths and weaknesses.  Listen carefully to what 
they say to identify what you can do to improve your talk. 
 
 Do you have a tape or video recorder?  Record the talk, listen to or watch it carefully, and 
make any necessary improvements.  Using a recorder is one of the best ways to improve your 
speaking ability. 
 
 Finally, don’t think of this first presentation as “making a speech,” letting anxiety or 
speaker’s panic overwhelm you.  Think of it as sharing information of interest to friends.  Don’t 
be afraid of the people in your audience.  Each has similar feelings, so all are friendly and eager 
to help you succeed, too. 
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Speaking Tip #3 

Nervousness 

 When it comes to standing up and giving a speech most people are nervous.  It does not 
matter whether the speech is before a group a friends, strangers, your unit members, senior 
leaders, or even one's family everyone gets nervous.  Actors are nervous before the play begins, 
politicians are nervous before campaign speeches, and most ministers and priests express 
nervousness before delivering the weekly sermon.  It is little wonder then, that the average 
person is very nervous when they are called on to give a speech.  Surveys indicate that 75% of 
experienced speakers experience nervousness and stage fright before any speech.  Other surveys 
indicate that the fear of public speaking rates higher than the fear of death or disease.  It appears 
that nervousness, or "stage fright" is perfectly normal at the beginning of a speech.  In fact it is 
desirable.  To be nervous at the start of a speech hightens your awareness.  The question is not 
how to remove nervousness, but how to make your nervousness work for you rather than against 
you.  The following tips can help you use your nervousness work for you. 
 
 First, don't fight it.  Nervousness can be like a rip-tide at the beach.  The more you fight it 
the more it will wear you down until it finally drags you far out to sea.  However, rip-tides are 
easy to conquer.  You do this by swimming across the tide instead of against it.  Shortly you will 
be out of it and free to swim to the beach.  Nervousness is the same way.  Accept that 
nervousness is a positive experience that will heighten your senses. 
 
 Second, take a brisk walk.  A brisk 5-minute walk shortly before standing up to speak 
gets your whole body loosened up while burning off excess nervousness. 
 
 Third, sit with your feet flat on the floor -- don't cross your legs.  Crossing your legs is a 
sure way for your leg to go to sleep.  When you stand and walk to the podium you will probably 
stumble for one leg is asleep.  Just before you stand to approach the podium wiggle your toes.  
This will help get the blood flowing and prevent the lurching walk to the podium. 
 
 Fourth, while waiting to be introduced let your body relax.  This is the time to drain the 
tension out of your body.  Relax your shoulders, let your arms dangle, look over the audience for 
the friendly faces that you can focus on when you stand to speak. 
 
 Fifth, concentrate on communicating with your audience.  They have come to hear you.  
So concentrate on what you have to tell them, not on your nervousness. 
 
 Sixth, breathe properly.  Take a couple of breaths, exhaling slowly and deliberately 
before you stand up to speak.  In the course of your speech don't forget to breathe.  Breathing 
properly can help you relax, and lessen your state of anxiety. 
 
 Seventh, tell yourself  "Let's go!"  You are telling yourself that it is now time for your 
whole body to concentrate on communicating to your audience what you have spent time 
preparing. 
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 Eighth, make and keep eye contact with your audience.  Remember, you are speaking to a 
group of individuals, not a blur of faces.  Good speakers seek out individuals in the audience and 
focus their remarks to the individual.  Identify friendly faces in different sections of the audience 
and talk to them one after the other. 
 
 Ninth, prepare your introduction carefully.  Spend time crafting your introduction so that 
your audience clearly understands where you are going with your speech.  Practice the 
introduction over and over so that you can look at your audience and not at your notes.  This will 
help your audience to feel that you are in control, and they will listen to what you have to say. 
 
 Tenth, your audience wants you to succeed.  You're going to stumble as you speak.  This 
happens to all speakers at one time or another.  Take time to look at your audience.  You will see 
and feel encouragement and acceptance from them.  Now just talk to them and they will listen to 
you. 
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Speaking Tip #4 
 

Stating Your Purpose 
 
Probably the most important early step in speech development is identifying the purpose for your 
speech.   
 
First, ask yourself the following questions about your specific purpose: 
 
  Does my purpose meet the requirement of the assignment? 
  Can I accomplish my purpose in the time allotted? 
  Is my purpose relevant to my audience? 
 
Next, consider the following as you write out your purpose statement. 
 
1.  Write the Purpose Statement as a Full Indicative Phrase, Not as a Fragment 
 
 Ineffective: The world of religion. 
 
 More Effective: To inform my audience of the three major kinds of religion practiced 

today. 
 
 Ineffective: Buying a personal computer. 
 
 More Effective: To inform my audience of the best way to select a personal computer 

suited to their individual needs. 
 
2.  Express Your Purpose as a Statement, Not as a Question. 
 
 Ineffective: What really happened to Atlantis? 
 
 More Effective: To inform my audience of the three leading scientific theories about 

the legendary lost city of Atlantis. 
 
 Ineffective: Is the U.S. space program necessary? 
 
 More Effective: To persuade my audience that the U.S. space program provides 

many important benefits to people here on earth. 
 
3.  Avoid Figurative Language in Your Purpose Statement. 
 
 Ineffective To persuade my audience that the university’s plan to reduce the 

number of campus parking spaces assigned to students is a real 
bummer. 
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 More Effective: To persuade my audience to petition against the university’s plan to 
reduce the number of campus parking spaces assigned to students. 

 
 Ineffective: To persuade my audience that banning all fraternities because there 

have been hazing accidents at some colleges would be like throwing 
out the baby with the bath water. 

 
 More Effective: To persuade my audience that banning all fraternities because there 

have been hazing accidents at some colleges would punish the vast 
majority of fraternities for the irresponsible actions of a few. 

 
4.  Limit Your Purpose Statement to One Distinct Idea. 
 
 Ineffective: To persuade my audience that registration procedures should be 

simplified and that credits for remedial courses should not count 
toward graduation. 

 
This purpose statement expresses two unrelated ideas.  The easiest remedy is to select one or the 
other as a focus for your speech. 
 
 More Effective: To persuade my audience that registration procedures should be 

simplified. 
 
 More Effective: To persuade my audience that credits for remedial courses should 

not count toward graduation. 
 
5.  Make Sure Your Specific Purpose Is Not Too Vague or General. 
 
 Ineffective: To inform my audience about handwriting analysis. 
 
 More Effective: To inform my audience about the three major methods of 

handwriting analysis. 
 
 Ineffective: To persuade my audience that something should be done about the 

federal budget deficit. 
 
 More Effective: To persuade my audience that a national sales tax should be 

instituted to help reduce the federal budget deficit. 
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 Speaking Tip #5 
 

Using Visual Aids 
 
Advantages of Visual Aids 
 
  Clarifies speaker’s points 
  Makes concrete the abstract 
  Increases interest 
  Retains audience’s attention 
 
There are many kinds of visual aids available.  Some are 
 
  Objects Models 
  Photographs Drawings 
  Graphs Charts 
  Slides and Movies People 
  The Speaker 
 
The following basic steps can help you develop effective visual aids. 
 
 Step One: 
 
  Start with an idea, and from it develop your objectives in terms of the specific 
audience with which you plan to use your audiovisual materials.  The more useful ideas are those 
that relate to the needs of a specific audience.  This may include information, the development of 
a skill, or the need to establish or reinforce a desired attitude. 
 
  Once you have your idea express it concisely. 
 
 Step Two: 
 
  Develop the objectives of your presentation by translating your general idea into a 
specific statement of one or more objectives for your speech. 
 
  The difficult problem is to spell out the objectives so that (1) your visual aids clarify 
your goal, and (2) you can measure the effectiveness of these visual aids on communicating your 
ideas. 
 
  You can accomplish this by ensuring your objectives are achievable and that you state 
them in terms that you can measure. 
 
 Step Three: 
 
  The needs and characteristics of your audience cannot be separated from your 
statement of objectives.  Each influences the other.  Such factors as age, educational level, 
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knowledge of the subject, attitude toward it, and individual differences within the audience all 
influence your objectives and treatment of your topic. 
 
  It is critical that  you remember your audience is the determining factor when you 
consider the complexity of ideas you present. 
 
  Look at the examples in the following table.  Are the controlling ideas stated in 
behavioral terms?  Which of them may not be so stated? 
 

IDEA OBJECTIVE AUDIENCE CI 
Developing the controlling 
idea 

To understand the relationship between the 
topic and attitude. 

CGSOC Students Proposed 
Controlling Idea 

Our Chapel Youth Program (1)  To increase youth participation in chapel 
youth-group activities. 

(2)  To know how youth activities help develop 
sound character and religious 
understanding. 

(1)  Ft Leavenworth teenage 
dependents. 

(2)  Youth sponsors and adults of 
the chapel. 

(1)  Your involvement in the 
chapel youth-group 
activities can make a 
difference to 
Leavenworth 

(2) Our Youth depend on you 
Lettering aids for making 
displays. 

To use a variety of lettering resources for visual 
aides. 

CGSOC Students The college resources can 
enhance your visual aids. 

Support for the annual Army 
Aid Society financial drive. 

To increase donations by 20% over the last 
drive. 

Military members and Department 
of Defense civilian employees. 

Your donations can meet the 
needs of our soldiers. 

 
If you answered that the first and last controlling ideas then you are correct.  The second 
controlling idea "Our Youth depend on you" fails to tells us what it is we do that helps our youth.   
The same is true for the third controlling idea "The college resources can enhance your visual 
aids."  If you change this controlling idea to read,  "Let me show you how the college's resources 
can enhance your visual aids" then you are stating the same idea in behavioral terms. 
 
 Step Four: 
 
  Identify what graphic form best illustrates and supports the idea, objective(s) and 
which the audience would clearly understand.  Some graphic forms you may consider includes 
pictures, maps, statistical graphs, charts, and people. 
 
 Step Five: 
 
  Plan how you will use these visual aids to support and reinforce your speech.  This 
step includes: 
 
  (1) Prepare visual aids in advance.  No matter what visual aids you use, prepare 
them well ahead of time.  This will provide you the time to develop creative and attractive visual 
aids. 
 
  (2) Ensure your visual aids are large enough so that the person in the back of the 
room can clearly see and understand the message it communicates. 
 
  (3) Display your visual aids where everyone in your audience can see them.  Don’t 
stand in front of the visual aid or in any way obstruct the audience’s view.  Do not talk to your 
visual aid, but to your audience. 
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  (4) Avoid passing visual aids through the audience.  This may seem obvious, 
however, many beginning speakers violate this guidance.  Whenever you distribute your visual 
aid to the audience, be it a handout, article or chart, you audience begins to read the material and 
stops listening.  Pass out your material only after you have finished your speech. 
 
 Step Six: 
 
  Practice using your visual aids.  As you rehearse your speech use your visual aids.  
This will help you see how they support your speech.  Where a visual aid detracts you can then 
modify or remove it as appropriate. 
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Speaking Tip #6 
 

Speaking from a Manuscript 
Introduction 
 
 Manuscript presentations are sometimes referred to as speak-reading.  Your word-for-word 
script insures you “get it right” every time.  When complex, controversial or classified issues are 
involved at high levels, a manuscript is often used to avoid repercussions and embarrassment. 
 
 We suggest a word of caution concerning manuscripts, though.  They make briefing a piece 
of cake, right?  Wrong!  In delivering a manuscript many people mumble, speak in a monotone, 
show a general lack of spontaneity and eye contact with the audience, or stand frozen behind the 
lectern.  Adequate preparation and practice, however, will help eliminate these barriers to 
communication. 
 
Preparation and Presentation 
 
 A manuscript presentation involves the same fundamentals as any other speech.  The 
phraseology should reflect your normal speaking habits.  Avoid stilted language, and phrase 
technical terms in easily understood language. 
 
 If a speech type writer is not available, double or triple space your script in upper case 
(capital) letters.  Use a highlighter to accentuate or underscore certain words or phrases for vocal 
emphasis.  And number your pages in bold figures. 
 
 In rehearsing your manuscript, stand up and read it aloud!  Become so familiar with the 
words that you can confidently add volume, inflection, and eye contact at the appropriate places.  
You will also find this helpful when you must leave your script momentarily to point out details 
on a visual aid. 
 
 Remember these points while revising a manuscript: 
 
  (1) Write as you speak. 
 
    -- Use contractions. 
    -- Keep sentences and paragraphs short. 
    -- Freely repeat key words. 
    -- Use personal pronouns, when appropriate. 
    -- Follow abstract or complicated reasoning with specific examples. 
    -- Change awkward word combinations. 
 
  (2) Rehearse, rehearse, rehearse. 
 
   -- Read and reread until you thoroughly know your script. 
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   -- Look at your audience when you utter emphatic words and the closing words 
of a sentence.  Never allow yourself to be looking at your manuscript when you’re driving home 
a point! 
   -- In striving for enthusiasm, let your gestures be natural. 
   -- Dry-run your visuals. 
 
  (3) Be flexible. 
 
   -- Know where you can shorten the speech. 
   -- Know where you might insert impromptu asides to add spontaneity. 
   -- Be prepared for distractions or questions. 
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Speaking Tip #7 

Listening and Public Speaking 

1.  Listening is the primary way we communicate. 
 
 a.  We spend more than 70% of our waking hours in verbal communication.  We spend 
more of that time listening than speaking.  An old proverb says, “Because God has given us two 
ears and one mouth, we must listen twice as much as we speak.” 
 
 b.  Listening is hard work.  We are passive listeners who fail  to listen when it becomes 
difficult. 
 
2.  We listen to become more effective: 
 
 a. at our jobs require, 
 
 b. in interpersonal relationships, 
 
 c. in making sound decisions (most of our knowledge comes from listening, not reading), 
and 
 
 d. to respond appropriately to what we hear (how appropriately we respond is a result of 
how well we listen). 
 
3. We listen with all of our senses. 
 
 a. The Ears.  Getting and understanding the message. 
 
 b The Eyes.  About 60% of our useful information comes through what we see.  When we 
“listen with our eyes,” we attempt to understand the speaker’s meanings about the concept or 
idea being discussed. 
 
4. Factors that affect listening. 
 
 a. Attitude.  We listen more carefully to topics with which were  agree than to those with 
which we disagree. 
 
 b. Motivation.  Much listening involves our own value system.  When we can get 
something out of it, we are more likely to listen.  “What’s in it for me?” is a valid question. 
 
 c. Personality.  Our attitudes also influences our listening.  If we consider ourselves 
cooperative, thoughtful, and analytical, we will probably listen better than if we think of 
ourselves as argumentative and self-centered. 
 
 d. Life Situation.  Our physical environment plays an important role in listening. 
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 e. Position in Society.  Our willingness to listen can also be influenced by our role or 
position in society. 
 
5.  Tips on improving our listening skills. 
 
 a. Use all of your senses to gain information. 
 
 b. Be alert but relaxed. 
 
 c. Concentrate on the main ideas within a speech. 
 
 d. Listen for the speaker’s attitude towards the  message. 
 
 e. Do not evaluate the message until you clearly understand the speaker’s ideas. 
 f. Listen to determine that the speaker has established credibility and documents any 
claims made in the speech. 
 
6. Types of listening behavior. 
 
 a.  Factual listening --  the art of focusing on another’s message so as to sort out irrelevant 
from relevant data and information. 
 
  (1) Focus on understanding the other person’s message. 
 
  (2) Get the facts -- 
 
   --  Become totally involved in the communication situation -- relating the speaker’s 
major ideas to your own situation. 
 
   --  Master the art of successful note taking by recording the speaker’s key points 
along with sufficient details to refresh your memory. 
 
   --  Look for and analyze the speaker’s supporting material. 
 
   --  Look for the speaker’s overall structure and organizational pattern. 
 
 b. Empathic listening -- the art of focusing on and understanding the speaker’s 
psychological and emotional attitude and how that influences his or her speech.  This is also 
known as active listening. 
 
  (1) Watching for nonverbal cues. 
 
   --  Body motions that support the message. 
 
   --  Vocal characteristics -- how something is said as opposed to the words that are 
spoken:  pitch, volume, rate of speech, and use of filler terms (uh, as you know, etc.). 
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  (2) Put yourself in the speaker’s position -- try to understand why a speaker says what 
he/she said. 
 
  (3) Concentrate on the message rather than the delivery. 
 
   --  Take mental notes of the main points. 
 
   --  Think of additional ways to support the speaker’s points. 
 
   --  Look for the speaker's organization of his/her presentation, and restate it in your 
own words. 
 
 c. Critical listening 
 
  (1) Make sure that  the speaker has fully supported and documented any claim he/she 
makes. 
 
  (2) Most speakers will represent their communities when they speak -- don't lay on 
your expectations. 
 
  (3) We should expect the speaker to demonstrate his/her credibility on a particular 
topic. 
 
  (4) We need to insist that the speaker move form generalities to specifics.  Where the 
speaker fails to move to specifics it becomes very difficult to listen critically. 
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Speaking Tip #8 
 

The Desk-Side briefing 
1.  Things to do. 
 
 a. Confirm time with the individual being briefed or his/her designated representative. 
 
 b.  Check out the area in advance.  If you will use a laptop computer then check out 
electrical outlets and other resources that you need to conduct the briefing. 
 
 c. Find out about the individual you are briefing and make your briefing fit his/her 
knowledge or experience as much as possible. 
 
 d. Design simple, neat visuals.  Charts should emphasize key points your briefing will 
cover.   
 
  (1) If you’re briefing a military audience or a DOD official you need to specify whether 
this is a classified or unclassified brief. 
 
  (2) When necessary include visual aids showing examples and summaries. 
 
 e. Practice, practice, practice. 
 
  (1)  Rehearse with another person while seated at a table or desk. 
 
  (2) Double check the sequence of your visual aids and their arrangement with your 
briefing. 
 
  (3) “Memorize” your introduction and summary. 
 
 f. Use the rest room and relax before entering the office of the individual being briefed. 
 
 g. Arrive 5 minutes early. 
 
 h. Look confident when reporting and smile naturally. 
 
 i. Break the ice with some brief but sincere “chatter”  -- your prior “background check” of 
your audience will be helpful here. 
 
 j. Place your charts where both you and your audience can see them clearly. 
 
 k. Sit comfortably with both feet flat on the floor. 
 
 l. Set the stage with the audience. 
 
 m. Control the environment tactfully. 
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 n. Have note-taking materials readily available. 
 
 o. Maintain good eye contact. 
 
 p. Adopt a conversational, enthusiastic tone of voice. 
 
 q. Use appropriate, natural gestures. 
 
 r. Ask for clarification when you don’t understand a question. 
 
2. Things to Avoid. 
 
 a. Don’t turn your information briefing into a persuasive briefing. 
 
 b. Don’t attempt to cover too much information:  restrict your topic and be specific. 
 
 c. Don’t carry coffee into the office. 
 
 d. Don’t use note cards or bring a pile of papers. 
 
 e. Don’t read the charts. 
 
 f. Don’t overload your charts so they become difficult to read and understand. 
 
 g. Don’t lean on the  desk. 
 
 h. Don’t fumble putting the chart holder on the desk. 
 
 i. Don’t bluff when you can’t answer a question.  Be honest and say, “I don’t know, but 
I’ll find out and get back with you.”  Make sure that you find the answer and get back to the 
listener. 
 
 j. Don’t move things around on the listener’s desk without asking first. 
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Speaking Tip #9 
 

Speaking to Different Audiences 
Introduction 
 Many people criticize speakers for not presenting information in a clear, concise, and easy-
to-understand manner.  Professional (technical, military, academic, etc.) speeches and 
presentations are often filled with jargon, buzzwords, and acronyms that are unfamiliar to people.  
Whenever you speak to an audience you must ensure  that your speech is easily understood by 
every person in your audience. 

Audience Analysis 
 Frequently the person who asks you to speak may assign a general topic area for you to 
address.  For example, you’re a military electrical engineer with.  You’ve are to speak the local 
Kiwanis Club on your military profession.  Remember, your audience may or may not have any 
know your profession, or know anything about the military.  Therefore, you must conduct an 
audience analysis to identify what they know and don’t know about both your profession and the 
military. 

Choosing a Topic 
 In speaking to an audience that does not share your profession, select a topic that interests 
both you and your listeners.  Use your knowledge about the subject to begin preparation.  
However, don't select a topic that is so abstract your audience can’t understand it. Your task is to 
make it clear and understandable to your audience.  Abstract and complex topics increases your 
communication difficulties.  

Preparation and Rehearsal 
 When you have selected a topic, decide exactly what you want to say about it through mind-
mapping or some other technique that helps you develop your topic.  If you find you are not as 
familiar with the topic as you thought, research it, think about it, and discuss it with people who 
are knowledgeable about it before you decide what you want to say. 

 Picture how each of your ideas and examples may sound to your particular audience.  Know 
exactly how you want your audience to react.  Then, compare that with how you would react to 
each of your points if you were a member of that target audience.  Work on your speech until the 
two images coincide. 

 Never take for granted that your listeners will see things the same way you do; the chances 
are great they will not.  Phrase your talk in their terms--in light of their interests, not just yours.  
Carefully listen to yourself in rehearsal, and try to picture what your statements will 
communicate to the various people in your audience -- different backgrounds, educational levels, 
and interests.  Select an approach that allows you to communicate with the majority of your 
selected audience. 

 Always define any terms that may confuse or appear vague to your audience.  If you 
question whether a term is clear, assume it is not and define it.  Avoid the hackneyed 
introduction “According to the dictionary...”  Put some life and interest into your definitions and 
explanations. 
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Knowledge 
 While a few people seem to work hard at being vague in their speaking, most of us can do 
so without the slightest effort.  However, vocalizing clear ideas does require effort:  your 
listeners must understand what you are saying.  Vagueness is an enemy you must defeat.  The 
most obvious and important way to defeat vagueness is to know exactly what it is you want to 
say.  Don't try to create your speech as you go along.  You'll never find direction by speaking off 
the cuff:  “I don’t know what I want but I’ll know it when I see it.”  If you don’t know from the 
beginning where you are going then your audience will also be lost. 

 Have a detailed understanding of your controlling idea or thesis statement before you try 
to speak about it.  Careful research and thought do not have substitutes.  Your audience will 
know whether you are prepared, and they will appreciate every hour you put into your 
preparation. 
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Student Handout 1 
 

 
This student handout contains Advance Sheet. 
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 HANDOUTS FOR LESSON 1:  L432 version 1 
 
Advance Sheet  

 
 

Lesson Hours This lesson consists of two hours of small group instruction. 
 
 

Overview You have been given a requirement to prepare a written document to persuade a 
decision-maker to choose a course of action.  You have access to information about 
the topic, AR 25-50 and standard office references and materials.  Your document 
must display adequate research and logic to persuade the decision-maker to 
choose a course of action.  It must comply with Army writing standards, i.e., it must 
“transmit a clear message in a single, rapid reading and be generally free of errors 
in grammar, mechanics, and usage.”  It must receive at least a “Standard” 
evaluation using the standard writing evaluation form and criteria.  Your written 
document will be provided to the instructor within the time requirement, be no more 
than two single-spaced typed pages in length, and be complete (i.e. include any 
necessary attachments to support the recommendation put forth). 

 
 
TLO Terminal Learning Objective (TLO) 

 
Action: Write a Memorandum for Decision 
Conditions: Given a task to write a memorandum for decision, access to 

information on the topic; reference material; a sample format 
for writing a memorandum for decision AR 25-50 and a 
suspense date, 

Standards: Prepared a memorandum for decision that displays adequate 
research and logic to persuade a decision-maker to choose a 
course of action.  It must comply with Army writing standards 
i.e. it must “transmit a clear message in a single rapid reading 
and be generally free of errors in grammar, mechanics, and 
usage.”  It must receive at least a “Standard” evaluation using 
the standard writing evaluation form and criteria, be provided 
to the instructor within the time requirement, be no more than 
two typewritten pages in length. 

 
 
Learning 
Objectives ELO A    Development a Memorandum for Decision. 

 
 

Assignments • Read AR 25 -50 para 2-1 thru 2-7. 
• Study student handouts. 
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Additional 
Subject Area 
Resources  

None 

 
 
Bring to Class • Pen or pencil 

• Writing paper 
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Student Handout 2 
 

 
This student handout contains one page of Memorandum for Decision Evaluation 
Criteria. 
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MEMORANDUM FOR DECISION EVALUATION CRTERIA 
 
 

RATED AREA SUPERIOR SATISFACTORY UNSATISFACTORY 
INTRODUCTION    
SUBJECT DESCRIPTIVE AND GRABS 

READERS ATTENTION 
STATES THE PURPOSE IN 
GENERAL TERMS 

NO SUBJECT OR TOO 
BROAD 

PURPOSE STATES THE TOPIC AND GAINS 
THE  READERS INTEREST 

STATES THE PURPOSE IN 
GENERAL TERMS 

UNRELATED TO THE TOPIC 

RECOMMENDATION COMPELLING FOCUSED OMITTED OR VAGUE 
BODY    
BACKGROUND CLEAR ANALYSIS RELEVANT BUT DOES NOT SHOW 

SUPPORT TO THE PURPOSE 
NOT RELATED TO THE 
PROBLEM INDENTIFIED IN 
THE INTRODUCTION 

FACTS FACTS AND ANALYSIS SUPPORT 
PURPOSE 

GIVES FACT OR OPIONS WITH 
LITTLE OR NO ANALYSIS 

OMITTED SOURCES OF 
INFORMATION 

CONCLUSION    
IMPACT GIVES CLEAR DISCUSSION OF 

BOTH OUTCOMES OF THE IMPACT 
DOES DISCUSS BOTH OUTCOMES 
OF THE IMPACT 

DOES NOT DISCUSS BOTH 
OUTCOMES 

COORDINATION COORDINATION CLEARLY 
PRESENTED 

SHOWS COORDINATION BUT NOT 
COMPLETE 

NONE 

POC POINT OF CONTACT IS CLEAR AND 
PRECISE 

GIVES POINT OF CONTACT BUT 
INCOMPLETE DATA 

NONE 

STYLE    
FORMAT NO ERRORS FEW ERRORS NUMEROUS ERRORS 
WORD CHOICE WORD CHOICE AT APPROPRIATE 

LEVEL 
SOME JARGON, ADEQUATE WORD 
CHOICE 

OVER USE OF JARGON, 
VAGUE 

SENTENCES WRITTEN TO EXPRESS 
COORDINATION AND PROPER USE 
OF PASSIVE VOICE 

EFFECTIVE USE OF 
SUBORDINATIONA AND 
COORDINATION 

TOO LONG OR TOO SHORT 
SENTEENCES, EXCESSIVE 
PASSIVE VOICE 

PARGRAPHS PROPRE LENGTH, CLEAR FOCUS 
OF TOPIC 

FOCUSED AND CONCISE TOO LONG FOR FOCUS 

GRAMMAR ONLY ONE OR TWO ERRORS VERY FEW GRAMMAR ERRORS NUMEROUS ERRORS, MADE 
READING HARD 

SPELLING NO MISSPELLINGS, NO 
CAPITALIZATION ERRORS 

ONE OR TWO MISSPELLED 
WORDS OR CAPITALIZATION 
ERRORS 

NUMEROUS MISSPELLED 
WORDS, POOR 
CAPITALIZATION 

TURNED IN ON TIME 
IS OF CORRECT LENGTH 

IF NOT TURNED IN ON TIME THE STUDENT WILL RECEIVE AN OVERALL UNSAT 
IF MEMORANDUM EXCEEDS 2 PAGES THE STUDENT WILL RECEIVE AN OVERALL UNSAT 
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Student Handout 3 

 
 

This student handout contains two pages--Memorandum for Decision Evaluation 
Performance Test. 
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STUDENT HANDOUT 3 
MEMORANDUM FOR DECISION EVALUATION 

PERFORMANCE TEST 
 
STUDENT NAME: 
 

CLASS 

EVALUATOR NAME: 
 

DATE: 

  
 OVERALL EVALUATION 
 SUPERIOR      SAT     UNSAT 
            (     )            (     )        (     ) 
  
 RATING RECEIVED 
 SUPERIOR       SAT      UNSAT 
INTRODUCTION  
  
     SUBJECT           (     )            (     )         (     ) 
  
     PURPOSE           (     )            (     )         (     ) 
  
     RECOMMENDATION           (     )            (     )         (     ) 
  
  
BODY  
  
     BACKGROUND AND DISCUSSION           (     )            (     )        (     ) 
  
  
CONCLUSION  
  
     IMPACT          (     )            (     )         (     ) 
  
     COORDINATION          (     )            (     )         (     ) 
  
     POC          (     )            (     )         (     ) 
  
  
STYLE  
  
     FORMAT         (     )            (     )        (     ) 
  
     WORD CHOICE         (     )            (     )        (     ) 
  
     SENTENCES         (     )            (     )        (     ) 
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STUDENT HANDOUT 3 

MEMORANDUM FOR DECISION EVALUATION 
PERFORMANCE TEST 

 SUPERIOR      SAT    UNSAT 
STYLE, cont  

 
     PARAGRAPHS 

 
          (     )           (     )      (     ) 

  
     GRAMMAR           (     )           (     )      (     ) 
  
     PUNCTUATION           (     )           (     )      (     ) 
  
     SPELLING           (     )           (     )      (     ) 

 
 
TURNED IN ON TIME                                                                                       __________ 
(YES/NO) 
(IF NOT TURNED IN ON TIME IS AN OVERALL UNSAT) 
 
MEMORANDUM IS CORRECT LENGTH                                                     __________ 
(YES/NO) 
(OVER 2 PAGES IN LENGTH IS OVERALL UNSAT) 
 
 
REMARKS: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
STUDENT’S SIGNATURE   
 
 
EVALUATOR’S SIGNATURE   
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Student Handout 4 
 

 
Extract from TSP, 158-000-000, Write to Persuade a Decision Maker to Choose a 
Course of Action 
 

 
This Student 
Handout  
Contains 

This student handout contains 31 pages of extracted material from  
TSP, 158-000-000, Write to Persuade a Decision Maker to Choose a Course of 
Action. 

  
Writing Guide #1:  Writing Effectively SH-4-2 
Writing Guide #2:  Steps in the Writing Process SH-4-3 thru SH-4-5 
Writing Guide #3:  The Process and the Elements SH-4-6 and SH-4-7 
Writing Guide #4:  Writing Simply SH-4-8 thru SH-4-10 
Writing Guide #5:  Active and Passive Voice SH-4-11 and SH-4-12 
Writing Guide #6:  Person in Pronouns SH-4-13 and SH-4-14 
Writing Guide #7:  Transitional Markers SH-4-15 and SH-4-16 
Writing Guide #8:  The Joining of Sentences SH-4-17  
Writing Guide #9:  Expressing Subordinate Relationships SH-4-18 
Writing Guide #10:  Capitalization SH-4-19 thru SH-4-22 
Writing Guide #11:  Punctuation -- The Comma SH-4-23 and SH-4-24 
Writing Guide #12: Punctuation -- The Colon and the 
Semicolon 

SH-4-25 and SH 4-26 

Writing Guide #12: Punctuation -- The Apostrophe, The 
Dash, The Hyphen, and Italics 

SH-4-27 thru SH-4-29 

Writing Guide #13: Punctuation -- Quotation Marks SH-4-30 and SH-4-31 
 

 Disclaimer:  The training developer downloaded this extract from the General 
Reimer Training and Doctrine Digital Library.  The text may contain passive voice, 
misspellings, grammatical errors, etc., and may not be in compliance with the Army 
Writing Style Program. 
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WRITING EFFECTIVELY: 
Hints and Helpful Guidance for the Army Writer 

Writing Guide #1 
 

 Clear communication of information and directions makes the Army effective.  In carrying out 
your military duties, you will write various types of correspondence.  This student guide will help you 
become an effective Army writer. 
 

ARMY WRITING STYLE 
 

General Summary 
 

 Following the components of the Army writing style will lead you to write to Army standard.  The 
Army standard is stated as “transmits a clear message in a single rapid reading and is generally free of 
errors in grammar, mechanics, and usage.”  A general summary of the Army writing style is below:  
 

1.  Put the recommendation, conclusion or reason for writing -- the bottom line”  -- in the first or 
second paragraph, not at the end. 

2.  Use the active voice. 
3.  Use short sentences (an average of 15 or fewer words). 
4.  Use short words (three syllables or fewer). 
5.  Write paragraphs that average 6 to 7 sentences in length. 
6.  Use correct spelling, grammar, and punctuation. 
7.  Use “I,” “you,” and “we” as subjects of sentences instead of  “this office,” “this headquarters,” 

“all individuals,” and so forth for most kinds of writing. 
8.  Retype correspondence only when pen and ink changes are not allowed, when the changes 

make the final product look sloppy, or when the correspondence is going outside DA or to the 
general public.  In general, do not retype correspondence to make minor corrections. 

 
Learning to accurately use the various components of the Army writing style correctly will help  

you learn to write using the Army writing standard
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STEPS IN THE WRITING PROCESS 
Writing Guide #2 

 
 All writing follows the same basis steps regardless of whether you are writing for the Army or 
writing a research paper.  The following steps will help you develop a well-thought out and well-written 
product. 
 
 Step 1.  RESEARCH 
 Step 2.  PLAN 
 Step 3.  PREPARE A DRAFT 
 Step 4.  REVISE YOUR DRAFT 
 Step 5.  PROOF 
 
1.  STEP 1:  RESEARCH.  Research is the gathering of ideas and information.  This is the step where 
you answer the “who, when, where, what, how, of the issue."  Since we gather information in different 
ways, you must find the system which best suits you and your task.  This means that as you gather ideas, 
you must keep in mind both your purpose and your audience.  Gather as many ideas as you can.  Use all 
possible sources.  It is easier to throw out ideas that you don’t need than it is to go back and do more 
research.  Once you have the ideas you need, you will continue to the planning stage. 
 

Suggested Actions 
 

 a.  Collect as much information as possible about the subject. 
  (1) Record the information you collect about the subject. 
  (2) Sources of information include 
   (a)  The library. 
   (b)  People who are subject matter experts. 
   (c)  Regulations, journals, etc. 
 b.  Make detailed notes. 
 c.  Determine your audience. 
 d.  Organize your notes into a system that works for you. (color code or number, etc.) 
 e.  Clarify the purpose of your writing. 
 f.  Produce a trial controlling idea. 
 
2.  STEP 2:  PLAN.  The planning step is where you take all the information you’ve gathered and put it 
into a logical order.  Start by placing your ideas into groups.  Then order your groups in the way that best 
supports your task.  The product that results is the outline.  From this ordering, develop a controlling idea.  
A controlling idea is a single declarative sentence, which presents both your topic and your position about 
that topic.  Below is an example of a controlling idea: 

 
 



SH-4-4 

Prepare this year’s majors 
topic 

better than last year’s. 
position 

 
Once you have the developed the controlling idea, add your supporting paragraphs.  What you have is a 
rough plan or outline.  Now you’re ready to write your first draft. 
 

Suggested Actions 
 

 a.  Develop you outline 
  (1)  Develop your controlling idea. 
  (2)  Develop the major parts/ideas. 
  (3)  Develop minor parts/ideas. 
  (4)  Write out an introduction 
  (5)  Write a draft conclusion 
 b.  Determine the format 

 
3.  STEP 3.  DEVELOP A DRAFT.  The draft is the bridge between your idea and the expression of it.  
Write your draft quickly and concentrate only on getting your ideas down on paper.  Don’t worry about 
punctuation and spelling.  Use your outline to develop your draft.  State your controlling idea (the bottom 
line) early and follow the order you’ve already developed.  When you have the ideas down and you’re 
satisfied with the sequence, you need to put the product into the correct Army writing format.  This may 
result in your rewriting sections of your draft so that it fits the appropriate Army format.  After you 
complete the formatting of your draft, put it aside.  It is a good idea to get away from the paper for a while 
before you start to revise. 
 

Suggested Actions  
 

 a.  Use your outline to write your first draft 
 b.  Put the draft into the correct Army writing format.  (You may have to rewrite sections to fit the 
format.) 
 c.  Put the paper aside before you begin the revision. 

 
4.  STEP 4.  REVISE THE DRAFT.  Revising is looking at the material through the eyes of your 
audience.  Read the paper as if you have never seen it before.  Find where you need to put in transitions; 
look for places that need more evidence.  This will help you decide if you need to add enclosures or add 
information depending on the type of written product you are developing.  You now revise your draft 
making the changes you’ve noted. 
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Suggested Actions 
 

 a.  Make sure that your material is correct and stated accurately.  
b. Make sure that your paper can be easily understood in a “single rapid reading” and is  

written in the Army style.  (see additional segments in your reading handouts for style and correctness 
guidance.) 
 c.  Make sure that the paper follows the correct format. 
 
5.  STEP 5.  PROOF.  Now you are ready to proof your draft.  At this point concentrate on the format, 
grammar, mechanics, and usage.  You may want to have someone else read it.  Sometimes others can 
find errors you can’t because you are too close to the product.  When you finish, write the final version, 
making the corrections.  Your product is now complete. 
 

Suggested Actions 
 

 a.  Make corrections. 
 b.  Ask another person to proofread it. 
 c.  Write the final version. 
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THE PROCESS AND THE ELEMENTS 
Writing Guide #3 

 

 ELEMENTS  PROCESS  STANDARD 
 

SUBSTANCE 
ORGANIZATION 

Step 1 - RESEARCH 
Step 2 - PLAN Step 3 - DRAFT 

 Transmits a clear message in a single 
rapid reading... 

STYLE 
CORRECTNESS 

Step 4 - REVISE 
Step 5 - PROOF 

…generally free of errors in grammar, 
mechanics, and mechanics 

 
This chart shows the elements of communication, the 5-step writing process, and their relationship 
to each other and the Army standard. The discussion below elaborates on the elements and the 
steps in the writing process and explains how they help you to achieve the Army standard. 

 
THE ELEMENTS 

 
The chart shows the elements of communication in order of their importance. 

 
   Substance is the most important of the elements.  Substance includes your controlling idea and the 
support for it.  It is the total concept you want to present.  A good idea can survive mechanical flaws, but 
perfect spelling and grammar can't save poor ideas. 
 
   Organization comes next.  Organization is the pattern you use to pre-sent your idea and support.  
There is no single way to present ideas.  You must decide which organizational pat-tern best 
communicates your ideas.  Poor organization can obscure good ideas. 
 
   Style, the third element, is how you present your material.  It has to do with concerns such as formats, 
vocabulary, and packaging.  For more information on the style that the Army requires, see Writing Guide 
I. 
 
   Correctness, the last element, is what most people think of when you ask them what good writing 
is--grammar, spelling, punctuation, and the other mechanical devices writers use.  Correctness is 
important because errors can distract a reader from the ideas in the paper. 
 
 

THE PROCESS 
 
   Step 1 --  Research is the gathering of ideas.  People gather ideas in different ways, so you must find 
the one, which best suits you and your task.  This means that as you gather ideas, you must keep in mind 
both your purpose and your audience. 
 
Gather as many ideas as you can.  It's easier to throw out the ideas you don't need than it is to go back 
and do more research.  Once you have the ideas you need, go on to planning. 

 
   Step 2 -- Planning is the step in which you take all the information you've gathered and put it into a 
logical order.  Start by placing your ideas into groups. Then order your groups in the way that best 
supports your task. 
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From this ordering, develop a controlling idea.  A controlling idea is a single declarative sentence, which 
presents both your topic and a position about that topic. 

 
Third Brigade's readiness 

Topic 
is the best it's been in ten years. 

Position 
 
Once you have the controlling idea, add your support paragraphs and an introduction (if needed) and a 
conclusion (if needed).  What you have is a rough plan or outline.  Now you're ready to write your first 
draft. 
 
   Step 3 -- Drafting is an important step.  The draft is the bridge between your idea and the expression of 
it.  Write your draft quickly and concentrate only on getting your ideas down on paper.  Don't worry about 
punctuation and spelling errors. 
 
Use your plan.  State your controlling idea (the bottom line) early and follow the order you've already 
developed.  When you have the ideas down and you're satisfied with the sequence, put the paper aside.  
You've finished the draft, and you need to get away from the paper for a while before you start to revise. 
 
   Step 4 -- Revising is looking at the material through the eyes of your audience.  Read the paper as if 
you have never seen it before.  Find where you need to put in transitions; look for places that need more 
evidence. 
 
Then write another draft making the changes you've noted and using a simple style.  Package the 
material so it's easy to read by using short paragraphs and labels (if necessary). 
 
   Step 5 -- Proof.  Now you're ready to proof the draft.  At this point, forget about substance, organization, 
and style; concentrate on grammar, mechanics, and usage.  You may want to have someone else read 
the paper, too.  Sometimes other people can find errors you can't because you're too close to the 
problem. 
 
When you finish, write the final draft, making the corrections.  Mission accomplished. 
 
NOTE:  I called the final paper a final draft because, as a good editor once said, "You never finish 
revising; you just run out of time." 

 
THE ARMY STANDARD 

 
The relationship of the elements and the process to the Army standard should be apparent now.  A writer 
achieves quality, substance, and organization through research and planning.  These elements ensure 
understanding and rapid reading. 
 
Likewise, style and correctness, achieved through revision and proofing, ensure the material is generally 
free of errors. 
 
The important things to remember are these:  each of the elements depends on the others, the steps in 
the process are cyclical and function most effectively as a whole, and "good reading is... hard writing." 
(Hemingway) 
 
Together, substance and organization have the most direct effect on the understandability of a paper.  A  

 clear, well-supported idea with an effective organization communicates.  A faulty idea, faulty support, or  
faulty organization can defeat communication.
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WRITING SIMPLY 
Writing Guide #4  

 
BACKGROUND 

 
Too much writing doesn't do what it's supposed to communicate.  Writers often have other agendas, 
which supersede communicating:  they want to impress their readers with their vocabulary, or they 
believe they must follow  some "official" style. 
 

WRONG! 
 

THE CLEAR WRITING STANDARD 
 
Good writing transmits a clear message in a single, rapid reading and is generally free of errors in 
grammar, mechanics, and usage. This is also the Army writing standard. 
 
If you want to meet this standard, write simply.  Adopt a conversational style. 
 

WRITE THE WAY YOU SPEAK 
 
There are three ways to do this--use personal pronouns, use contractions, and use the active voice. 
 
Personal pronouns make writing personal.  Look at the two samples below. 
 
  1.  I'm responsible. 
 
  2.  The undersigned official assumes responsibility. 
 
The first version is conversational and communicates rapidly.  Do you know anyone who talks like the 
second version?  Neither do we. 
 
When you're referring to yourself, use "I" or "me."  When referring to your group or company, use "we" or 
"us."  Use "you" for the person you're talking to--just like you do in conversation.  Also you should use the 
other personal pronouns such as "my," your," "yours," "they," etc. 
 
Contractions are part of our everyday language.  Use them when you write.  Don't force them in your 
writing, let them happen naturally.  Negative contractions can be especially useful in softening commands 
and making it harder for the reader to miss your meaning. 
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Use the active voice when you write rather than the passive.  If you want more information on active and 
passive voice, see Writer's Guide Number 5. 
 

OTHER WAYS TO SIMPLIFY WRITING 
 
Use jargon, including acronyms, carefully.  Jargon and acronyms communicate only to those who 
understand them.  Everyone else is lost. 
 
If you're in doubt, use everyday words (even if this means using more words), and spell out acronyms on 
first use.  It's better to use more words than confuse your reader. 
 
Use simpler language.  Why say "at this point in time" when you could say "now"?  Is "utilize" really better 
than "use." 
 
Simpler is better. 
 

USE THE HELP AVAILABLE 
 
Ask your coworkers.  Show your material to someone who hasn't seen it before.  Ask them if the material 
is easy to understand.  Ask them if you left anything out.  The danger here is that friends and coworkers 
are sometimes reluctant to tell you what they really think.  They don't want to hurt your feelings. 
 
Search out honest feedback and use it to improve your writing.  Don't take offense at what someone tells 
you because you'll not get honest feedback anymore. 
 
Another way to review your work is to set it aside for a while.  Work on something else, and let your brain 
"cool off" on that subject.  You'll break the mindset you've been working with and be able to take a fresh 
look at the paper 
 

THE CLARITY INDEX 
The clarity index is a measure of the ease or difficulty of reading a piece of writing.  The process is 
mechanical and objective. 
 
1.  Take a sample of the writing (not over one page) and count the number of words. 
 
2.  Count the number of sentences. 
 
3.  Divide the number of words by the number of sentences.  The result will be the number of words per 
sentence. 
 

words/sentences = words per sentence) 
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4.  Count the number of long words (three or more syllables) in the sample. 
 
5.  Divide the number of long words by the total number of words to get the percentage of long words. 
 

(long words/total words = percent of long words) 
 
6.  Finally, add the words per sentences and the percentage of long words.  The sum is the clarity index 

(wps + percent of long words = clarity index) 
 
The target clarity index is 30.  If your clarity index is below 25, your writing is probably choppy.  If the 
clarity index is over 35, most people will have difficulty reading it rapidly. 
 
Base the clarity index is based on the length of words and sentences, you can raise the index number by 
combining sentences.  By joining sentences, you will not only smooth out the choppiness but also show a 
better relationship between ideas. 
 
Likewise, to lower the number, use shorter, simpler words and break up long sentences.  
 
As you can tell, the process of running a clarity index is time-consuming. You won't have time to run one 
on every piece of your writing. 
 
But, on those occasions when a piece of writing (yours or someone else's) seems particularly hard to 
read, try running a clarity index.  Chances are the index will be off one way or the other. 
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ACTIVE AND PASSIVE VOICE 
Writing Guide #5 

 

DESCRIPTION 
 
 Active Voice occurs when the subject of the sentence does the action. 

 John will load the trailer. 
                       actor       action 
 
  Passive Voice occurs when the subject of the sentence receives the action. 

The trailer will be loaded by John. 
                     receiver    action             actor 
 

PROBLEMS WITH PASSIVE 
 
The style of writing which the Army adopted in 1984, requires writers to use active voice whenever 
possible. 
 
1.  Passive voice obscures or loses part of the substance (the actor) of a sentence.  When you use 
passive voice, the receiver of the action becomes the subject of the sentence; and the actor appears in a 
prepositional phrase after the verb. 
 
Worse yet, you can leave the actor out completely and still have a good English sentence.  This means 
you have eliminated part of the substance. 
 

 Calisthenics were conducted by the Coach. 
 (Calisthenics is not the actor.) 
          subject           verb                       actor 
 

Your pay records were lost.  (No actor.) 
                     subject       verb 
 
2.  Passive voice is less conversational than active voice.  Therefore, it is less natural when someone 
reads it. 
 
 Passive:  A drink of water is required by me. 
 Active:  I need a drink of water. 
3.  Passive voice is less efficient than active voice.  Active writing usually requires fewer words to get the 
same message to your audience.  The number of words saved per sentence may seem small, but when 
you multiply that savings by the number of sentences in a paper, the difference is much more significant. 
 

Passive:  The letter was typed by Cheryl.  (6 words) 
Active:  Cheryl typed the letter.  (4 words - a 33 percent reduction) 

 
IDENTIFYING PASSIVE VOICE 

 
You can locate passive voice in your writing in much the same way a computer would.  Look for a form of 
the verb "to be" (am, is, are, was, were, be, being, or been) followed by a past participle verb (a verb 
ending in ed, en, or t).  Passive voice requires BOTH! 
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Your leave was approved by the commander. 
 
A "to be" verb by itself is simply an inactive verb (shows no action).  A verb ending in ed, en, or t by itself 
is a past tense verb and not passive voice. 

The rifle is loaded. 
  (No physical action taking place.) 

The Eagle landed on the Moon. 
(An action in the past.) 

 
DECISION TIME 

 
Once you have found the passive voice in your (or someone else's writing), you have to decide whether 
you want to change it to active or not. 
 
That's right.  There are times when passive voice is appropriate. 
 
1.  Use passive voice when you want to emphasize the receiver of the action. 
 
 Passive:  Your mother was taken to the hospital. 
 Active:  An ambulance took your mother to the hospital. 
 
2.  Use passive voice when you don't know who did the action. 
Passive:  The rifle was stolen. 
Active:  A person  or  persons stole the rifle. 

 
CHANGING PASSIVE VOICE TO ACTIVE VOICE 

 
 

If you decide to change the passive voice to 
active voice, the process is really quite simple.  
First, find out who did, is doing, or will do the 

action--the actor.  Next, use the actor as the 
subject of the sentence.  Finally, use the right 
tense active verb to express the action.  BINGO! 

 
 

Voice Present Tense Past Tense 

Active John wrecks the car. John wrecked the car. 

Passive The car is being wrecked by John. The car was wrecked by John 

 

Fig 1:  A voice/tense matrix 
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PERSON IN PRONOUNS 
Writing Guide #6 

 
First Person 
 
 Writers use first person when they are the "person" speaking in the document.  First person 
shows that what is said is the opinion of the writer or the writer as part of a group.  The pronouns below 
show first person. 
 
 Subjective Objective Possessive 
 
Singular I me                    my, mine 
 
Plural we us                     our, ours 
 
Second Person 
 
 Writers use second person when the document is addressed directly to one person or one group 
of people.  Second person makes the communication personal.  The list below shows the second person 
pronouns. 
 
 Subjective Objective Possessive 
 
Singular you you                your, yours 
 
Plural you you                your, yours 
 
Third Person 
 
 Writers use third person when they want the communication to be impersonal or directed to a 
non-specific audience.  They also use it to show they are talking about an object (or non-human form of 
life) or someone other than themselves or the person or persons they are directly addressing.  The 
pronouns used to show third person are below.  Note that in third person the singular pronouns show 
gender. 
 
 Subjective Objective Possessive 
 
Singular he, she, it him, her, it    his, hers, its 
 
Plural they them                        theirs 
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Nouns can also show third person.  When the writer uses a person's or place's name or another noun 
which names the person, thing, or group, he is using third person. 
 

PRONOUNS 
 
 Subjective Objective Possessive 
1st Person 
 Singular I me,                   my, mine 
 Plural  we us,                    our, ours 
 
2nd Person 
 Singular  you you,                 your, yours 
 Plural you you,                 your, yours 
 
3rd Person 
 Singular he, she, it him, her, it     his, hers, its 
  who whom             whose 
 
 Plural they them theirs 

1.  Use subjective pronouns as follows: 

 a.  As the subject of a verb.  Ex:  We ran the marathon last week. 
 b.  In appositives which define the subject.  Ex: We boys, Jerry, John, and I, went to the store.  
 c.  After the verb forms of to be (linking verbs).   Ex:  It was she. // I wish I were he. 

2.  Use objective pronouns as follows: 
 a.  As the direct object of verbs (answers the question who or what about the verb?).  Ex:  The 
bull chased them across the field. 
 b.  As the indirect object of verbs (answers the question to whom or to what the action of the 
verb is directed.).   Ex:  Bill threw the ball to him. 
 c.  As the object of a preposition.  Ex:  I went to the store with Joan and her. 

3.  Use pronouns after the verb when 
 a.  The words than and as, use a subjective pronoun whenever the pronoun is the subject of an 
understood verb.  Ex: He fears the dog more than I (do). 
 b.  If  the pronoun is the object of an understood verb, use the objective pronoun.  Ex:  He fears 
the dog more than (he fears) me. 

4.  Use possessive pronouns to show ownership. 
 

5.  Use possessive pronouns with gerunds (verbs ending with -ing) when they are the subject of a 
sentence.  Ex:  His being elected class president meant a lot to him.    
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TRANSITIONAL MARKERS 
Writing Guide #7 

 
Clear writing requires that communications: 
 
  "transmits a clear message in a single rapid reading..." 
 
One way to ensure your writing meets this standard is to make your material coherent.  That is, ensure 
your ideas flow together logically. 
 
Coherence means more than just connecting your sentences mechanically.  It means that the way you 
connect your ideas reflects the relationship between them.  Words and phrases called transitional 
markers establish the relationship. 
To make your writing effective, you must choose the transitional marker that reflects the relationship you 
want to establish.  Listed below are words or phrases you can use to help you transition from one idea to 
another grouped by the relationship they establish between ideas. 
 
You can use these transition markers within sentences, between sentences, and between paragraphs.  
The result will be that your reader will be able to follow your ideas as they flow from one to another. 
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To indicate addition: 
again 
also 
and then 
besides 
equally important 
finally 
first* 
further 
furthermore 
in addition 
last 
likewise 
moreover 
next 
too 
To indicate cause and effect: 
accordingly 
consequently 
hence 
in short 
then 
therefore 
thus 
truly 

                                                 
*And other ordinal numbers 
like second, third, etc. 

To indicate comparison: 
in a like manner 
likewise 
similarly 
 
To indicate concession: 
after all 
although this may be true 
at the same time 
even though 
I admit 
naturally 
of course 
 
To indicate contrast: 
after all 
although true 
and yet 
at the same time 
but 
for all that 
however 
in contrast 
in spite of 
nevertheless 
notwithstanding 
on the contrary 
on the other hand 
still yet 

To indicate time 
relationships: 
after a short time 
afterwards 
as long as 
as soon as 
at last 
at length 
at that time 
at the same time 
before 
earlier 
immediately 
in the meantime 
lately 
later 
meanwhile 
of late 
presently 
shortly 
since 
soon 
temporarily 
thereafter 
thereupon 
until 
when 
while 
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THE JOINING OF SENTENCES 
Writing Guide #8 

 
Vocabulary 

 
Simple Sentence:  A complete sentence that expresses a single thought. 
 
Independent Clause:  A simple sentence, which is combined with another simple sentence or a 
dependent clause to form either a compound or complex sentence. 
 
Dependent Clause:  A group of words that adds information to or modifies an independent clause.  It is 
not a complete sentence and can not stand by itself as a sentence. 
 
Compound Sentence:  A sentence formed by the joining of two independent clauses using a coordinating 
conjunction, a semicolon, or a conjunctive adverb (options 1,2, and 3 below). 
 
Complex sentence:  A sentence composed of an independent clause and one or more dependent 
clauses joined by subordinating conjunctions (option 4 below). 
 
Compound-Complex Sentences:  A sentence containing two or more independent clauses and one or 
more dependent clauses.  The methods of joining these clauses may include any of the options below. 
 

Joining Sentences --The Options 
 
Option 1 -- The Coordinating Conjunction. 
 
 The most common way to join to simple sentences (independent clauses) is with a coordinating 
conjunction.  To join sentences this way, place a comma after the first independent clause, write the 
coordinating conjunction, and add the second independent clause. 
 
Independent Clause + , +   Coordinating Conjunction + Independent Clause 
 
  and, or, but, nor, for,  
 yet, so 
 
  Example:  I went to Germany, but Bill went to the Japan. 
 
Option 2 -- The Semicolon. 
 
To join two closely related simple sentences (independent clauses), you may use a semicolon without a 
conjunction. 
 
Independent Clause + ; + Independent  Clause 
 
  Example:  I went to Germany; Bill went with me. 
 
Option 3 -- The Semicolon and a Conjunctive Adverb 
 
The third way to combine two simple sentences (independent clauses) is to use a semicolon and a 
conjunctive adverb.  Conjunctive adverbs carry the thought of the first independent clause to the next 
one. 
 
To join sentences using this method, write the first independent clause, add a semicolon, write the 
conjunctive adverb, place a comma after the conjunctive adverb, and write the second independent 
clause. 
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 Independent Clause + ; + Conjunctive Adverb + , + Independent Clause 
 
 however, therefore,  
 indeed, moreover,  
 consequently, etc. 
 
  Example: I wanted to become an artist; therefore, I went to Paris. 
 
Option 4 -- Subordinate Conjunction 
 
The final method of joining two simple sentences is the use of subordinating conjunctions.  Example A 
below shows the more common subordinating conjunctions.  When using this method one sentence 
remains an independent clause and the other becomes a dependent clause.  The most important idea is 
the independent clause. 
 
As the three examples below show, you can move the dependent clause to several positions within the 
sentence.  This flexibility adds variety to your writing.  Be sure you use the necessary punctuation, 
however. 
 a.  Independent Clause +  Subordinating Conjunction + Dependent Clause 
 after, although, as,  
 as if, before, because,  
 if, since, unless, when,  
 since, unless, when,  
 whenever, until, while 
 
  Example:  I went to the movie although Bill went bowling. 
 
 b.  Subordinating Conjunction + Dependent Clause + , + Independent Clause 
 
  Example:  Although Bill went bowling, I went to the movie. 
 
 c.  Part of Independent Clause + , + Subordinating Conjunction + Dependent Clause + , + Part of 
Dependent Clause 
 
  Example:  I, although Bill went bowling, went to the movie. 
 
 Note that example b and c require commas to separate the subordinating conjunction and 
dependent clause from the independent clause. 
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EXPRESSING SUBORDINATE RELATIONSHIPS
Writing Guide #9 

 
As a writer, you will often find ideas, which are clearly related but are not equal in importance.  Instead of 
using a coordinating conjunction, which joins ideas of equal importance, you will need to use a 
conjunction, which joins the ideas but expresses the subordinate relationship. 
 
The listing below groups the subordinating conjunctions by the relationship they establish.  We've also 
included an example of each type of relationship. 
 
Subordinating Conjunction  
 
 Cause 
Because, since Many students live off campus.  They often form car pools. 
 Since many students live off campus, they often form car pools. 
 
  Condition 
if, even if, We can provide realistic football training.  We must coordinate with other teams. 
 We can provide realistic football training if we coordinate with other teams. 
unless We cannot provide realistic football training unless we coordinate with other teams. 
 
  Concession 
although, We have better equipment than the schools of the 1970's. 
though, We have less funding. 
even though  We have better equipment than the schools of the 1970's even though we have less 
funding. 
 
  Purpose 
in order that, The boss canceled most of the vacations for May.  The company will hold a 
so that training session for junior executives. 
 The boss canceled most of the vacations for May so that the company can hold a 

training session for junior executives. 
  Time 
as long as, There will be plenty of parking space. 
after, when The contractor will finish the new parking garage by June. 
while, before, There will be plenty of parking space as long as the contractor finishes the new 
parking 
until garage by June. 
 
  Location 
where, The new company headquarters building stands on treeless land. 
wherever The company picnic area used to be there. 
 The new company headquarters building stands on treeless land where the company 

picnic area once was. 
 
As you can see by the examples above, using subordinating conjunctions generally makes the sentences 
longer.  The relationship between the ideas, however, is clearer.  Having some longer sentences is a 
good tradeoff for clarity. 
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CAPITALIZATION 
Writing Guide #10 

 
1.  Capitalize the first word of every sentence, including quoted sentences. 
 
 She said, "The work is finished." 
 
2.  Capitalize the first word of a line of poetry. 
 
 "Had we but world enough, and time, 
  This coyness, lady, were no crime." 
  - Andrew Marvell, "To His Coy Mistress" 
 
3.  Capitalize words and phrases used as sentences. 
 
 Why? 
 Yes, indeed. 
 Of course. 
 
4.  Capitalize the first word of a formal question or statement following a colon. 
 
 He asked several questions:  "Where are you going?  "What is your goal?"  What will you do?  What 

is your goal? 
 I offered a word of advice: "Read only the best books." 
 
5.  Capitalize the first word of each item in a formal outline. 
 
 I.  Sports taught this semester. 
  A.  Swimming 
  B.  Softball 
 
6.  Capitalize the first and last and all other important words in a title. 
 
 The Naked and the Dead 
 
7.  Capitalize the first and last word in the salutation and the first word of the complimentary close of a 
letter. 
 
 My dearest Son, 
 Very truly yours, 
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8.  Capitalize proper nouns and proper adjectives.  A proper noun is the name of a particular person 
place or thing.  A proper adjective is an adjective derived from as proper noun, i.e.,  American from 
America.  
 
Eskimo 
 English 
 Japanese 
 Louisa May Alcott 
 
9.  Capitalize specific places.  This includes geographic directions when they refer to a specific area, but 
not points of the compass. 
 
 Japan 
 Atlantic Ocean 
 Missouri River 
 Room 219  
 The Todd Building 
 Fairmount Park 
 the Old South 
 
10.  Capitalize specific organizations. 
 
 United Nations 
 Warsaw Pact 
 Red Cross 
 Ace Tire Company 
 
11.  Capitalize the days of the week, months, and holidays, but not the seasons. 
 
 Monday 
 October 
 Veteran's Day 
 Fourth of July 
 fall 
 



SH-4-21 

12.  Capitalize religious names. 
 
 Allah 
 God 
 the Virgin 
 the Bible 
 the Lord 
 
13.  Capitalize historical events, periods, 
and documents. 
 
 the Constitution 
 Battle of Gettysburg 
 the Middle Ages 
 
14.  Capitalize the names of educational institutions, departments, specific courses, classes of students, 
and specific academic degrees.  This does not mean to capitalize academic disciplines such as 
mathematics (except as they are proper adjectives like French). 
 
 Washboard College 
 Junior Class 
 Biology 101 
 Med 
 
15.  Capitalize the names of flags, emblems, and school colors. 
 
 Old Glory 
 Bronze Star 
 Green and Gold 
 
16.  Capitalize the names of stars and planets. 
 
 Earth 
 the North Star 
 the Big Dipper 
 Jupiter 
 
17. Capitalize the names of ships, trains, aircraft, and spacecraft 
 
 Titanic 
 the Crescent Express 
 City of Los Angeles 

Enterprise 
 
18.  Capitalize the initials, which are used in acronyms. 
 
 B.C. 
 NATO 
 OK (for Oklahoma) 
 WKRP 
 FBI 
 CTAC 
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19.  Capitalize personifications. 
 
 Mother Nature 
 Old Man Winter 
 the face of Death 
 
20.  Capitalize titles preceding a name. 
 
 Professor Jane Melton 
 Chief Justice Burger 
 Reverend Beliveau 
 
21.  Capitalize the interjection Oh and the pronoun I. 
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PUNCTUATION -- THE COMMA 
Writing Guide #11 

 
About half of the errors in punctuation are comma errors. This writer's guide is a quick reference for you, 
so you won't make the most common errors with commas.  The guide will not cover all of the minute 
details of commas, just the ones we use most often. 
 
1.  Commas set off independent clauses, which are joined by a coordinating conjunction. 
 

The chairman is Shauna Sloan, and the president is Jamie Harris. 
 
2.  Commas set off introductory elements. 
 
 a.  Adverb clauses:  If you register now, you can vote by mail. 
 

b. Long prepositional phrases:  In the cool air of the April morning, we prepared for the  
track and field meet. 
 
 c.  Verbal phrases. 
 

Speaking off the record, the Senator addressed the senior class. 
 
3.  Commas separate the items in a series when there are more than two items. 
 

The book is available in bookstores, at newsstands, or by mail. 
 
4.  Commas separate coordinate adjectives when they are of equal importance. 
 

Tall, stately trees lined the boulevard. 
 
5.  Commas set off parenthetical expressions.  These words or phrases interrupt the flow of the sentence 
and are not essential to its meaning. 
 
 a.  General parenthetical expressions: 
 

She was, in my opinion, an outstanding leader. 
The entire speech, moreover, lacked vitality. 

 
 b. Nonrestrictive (nonessential) clauses: 
 
Parsons Boulevard, which runs past my house, is being repaved. 
 c.  Nonrestrictive (nonessential) phrases: 
 

Mrs. Atlee, wearing red, is the ambassador's sister. 
 
 d.  Nonrestrictive (nonessential) appositives: 
 

America's first general, George Washington, started his own navy. 
 
6.  Commas set off absolute phrases. 
 

The day being warm, we headed for the beach. 
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7.  Commas set off names or words used in direct address. 
 

Carole, what are you doing? 
 
8.  Commas set off yes or no at the beginning of a sentence. 
 
Yes, there is a lot of reading to this course. 
 
9.  Commas set off mild interjections. 
 
Well, I'll have to think about that. 
 
10.  Commas set off explanatory words like she said from direct quotations. 
 
Churchill said, "Short words are best." 
 
11.  Commas set off examples introduced by such as, especially, and particularly. 
 
John enjoys outdoor sports, such as football and hunting. 
 
12.  Commas replace omitted or understood words. 
 
Captain Franklin attended West Point; his brother, the Coast Guard Academy. 
 
13.  Commas separate confirmatory questions from statements. 
 
It's cold in here today, isn't it? 
 
14.  Commas set off the greeting and complimentary close of letters. 
 
Dear Mabel, 
 
Sincerely, 
 
15.  Commas set off the elements of dates and addresses. 
 
On March 3, 1984, we had a blizzard in Kansas. 
He lives at 321 Maple Street, Kokomo, Indiana. 
 
16.  Commas group words to prevent misreading. 
 
After eating, the boys became sleepy (Not "after eating the boys..."). 
 
Inside, the dog was growling (Not "Inside the dog……"). 
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PUNCTUATION – THE COLON AND THE SEMICOLON 
Writing Guide #12 

 
THE COLON 

 
1.  The colon introduces the following: 
 

A list, but only after as follows, the following, or a noun for which the list is an appositive: 
 

Each scout will carry the following: meals for three days, a survival knife, and his sleeping bag. 
 

The company had four new officers: Bill Smith, Frank Tucker, Peter Fillmore, and Oliver Lewis. 
 
b.  A long quotation (one or more paragraphs): 
 
In The Killer Angels Michael Shaara wrote: 

 
You may find it a different story from the one that you learned in school.  There have been many versions 
of that battle [Gettysburg] and that war [the Civil War]. 

 
(The quote continues for two more paragraphs.) 
 
c.  A formal quotation or question: 
 

The President declared: "The only thing we have to fear is fear itself."   
 

The question is: what can we do about it? 
 
d.  A second independent clause which explains the first: 
 

Potter's motive is clear: he wants the assignment. 
 
e.  After the introduction of a business letter: 
 

Dear Sirs: or Dear Madam: 
 
f.  The details following an announcement: 
 

For sale: large lakeside cabin with dock 
 
g.  A formal resolution, after the word resolved: 
 

Resolved: That this council petition the mayor. 
 
h.  The words of a speaker in a play: 
 

Macbeth:  She should have died hereafter. 
 
2.  The colon separates the following: 
 
a.  Parts of a title, reference, or numeral: 
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Principles of Mathematics: An Introduction 
Luke 3: 4-13 
8:15 a.m. 

 
b.  The place of publication from the publisher, and the volume number from the pages in bibliographies: 
 

Miller, Jonathan, The Body in Question.  New York: Random House, 1978. 
Jarchow, Elaine. "In Search of Consistency in Composition Scoring." English Record 23.4 (1982): 

18--19. 
 

THE SEMICOLON 
 
1.  Semicolons can join closely related independent clauses, which are not joined by a coordinating 
conjunction.  Since the mid-1970's America's campuses have been relatively quiet;  today's students 
seem interested more in courses than causes. 
 
2.  Semicolons punctuate two independent clauses joined by a conjunctive adverb. 

On weekdays the club closes at eleven; however, on  weekends it's open until one. 
 
3.  Semicolons punctuate clauses joined by a coordinating conjunction when the clauses have commas 
within them. 

 
Today people can buy what they need from department stores, supermarkets, and  

discount stores; but in Colonial days, when such conveniences did not exist, people depended on 
general stores and peddlers. 
 
4.  Semicolons punctuate items in a series when there are commas within the series. 
 

At the alumni dinner, I sat with the school's best-known athlete, Gary Wyckoff; the editor of  
the paper; two stars of the class play, a fellow and a girl who later married each other; and Tad Frump, 
the class clown 
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PUNCTUATION -- THE APOSTROPHE, THE DASH, THE HYPHEN, AND ITALICS 
Writing Guide #12 

 
THE APOSTROPHE 

 
1.  The apostrophe forms the possessive case of nouns. 
 
 Mr. Smith's car 
      Bob Davis' boat -- singular 
 the Davis' boat -- plural 
 the women's coats -- plural 
 father-in-law's 
  
In hyphenated words, add the apostrophe to the last word. 
 
2.  Apostrophes show the omission of letters or numerals. 
 don't 
 can't 
 class of '84 
 
3.  Apostrophes add clarity when forming the plural of words, letters, symbols, and numbers referred to 
as words (including acronyms). 
 
 She earned three A's. 
 There are two MSC's on post. 
 His 3's and 5's look alike. 
 The Cowboys dominated football in the 1970's. 
 Use +'s and -'s on the test. 
 

THE DASH 
 
1.  The dash (indicated by -- n typing) shows a sudden break in thought. 
 
 Well, if that's how you feel -- I guess the game     is over. 
 
2.  The dash sets off parenthetical elements. 
 
 The train arrived--can you believe it--right on time. 
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3.  The dash emphasizes an appositive. 
 
 Bill only worried about one thing--food. 
 
4.  The dash precedes the author's name after a direct quotation. 
 
 "That is nonsense up with which I will not put."-- Winston Churchill 
 

 THE HYPHEN 
 
 
1.  The hyphen joins compound words. 
 
 Mother-in-law 
 
2.  The hyphen joins words to make a single adjective. 
 
 senior-level leadership 
 
3.  The hyphen indicates two-word numbers (21 to 99) and two-word fractions. 
 
 Twenty-two     three-fourths 
 
4.  The hyphen separates the prefixes ex- (when it means former), self-, all-, and the suffix -elect from the 
base word. 
 
 ex-president  
 all-conference 
 self-confident 
 Senator-elect 
 
5.  The hyphen indicates words divided at the end of a line. 
 

...The classroom accommodates  thirty-six people. 
 
 

ITALICS (UNDERLINING) 
 
1.  Italics, underlining, designates titles of separate publications. 
 

Books -- The Catcher in the Rye 
Magazines and newspapers --Newsweek/The New York Times 
Pamphlets-Bee Keeping 
Plays, TV and radio programs,  
and films--The Burning Bed 
Long Poems--The Candelabras Tales 

 
2.  Italics indicate the names of ships, aircraft, and spacecraft. 
 

Schultz sailed on the Enterprise. 
The explosion aboard the Challenger was a tragedy. 
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3.  Italics indicate the titles of paintings and sculptures. 
 
 The Mona Lisa 
 Crossing the Delaware 
 
4.  Italics indicate foreign words not yet Anglicized. 
 
 It was a fait accompli. 
 
5.  Italics indicate words, symbols, letters, or figures when used as such. 
 
 The t is often silent. 
 Avoid using & in formal writing. 
 
6.  Italics show emphasis. 
 
 You are so right about the car. 
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PUNCTUATION -- QUOTATION MARKS 
Writing Guide #13 

 

1.  Use quotation marks to enclose direct quotations. 

 MacArthur vowed, "I shall return," as he left the islands. 

 a.  With an interrupted quotation, use quotation marks only around the quoted words. 

 "I heard," said Amy, "that you passed the course." 

 b.  With an uninterrupted quotation of several sentences, use quotation marks before the first 
sentence and after the last. 

 Jenkins said, "Something's wrong.  I know it.  He should have called in by now." 

 c.  With long uninterrupted quotations of several paragraphs, use either of the following forms. 

 (1)  Put quotation marks at the beginning of each paragraph but at the end of only the last 
paragraph. 

 (2)  Use no quotation marks at all; instead, indent the entire quotation and type it single-spaced. 

 d.  With a short quotation that is not a complete sentence, use no commas. 

 Barrie described life as "a long lesson in humility." 

 e.  Use the ellipses (three periods {...}) to indicate the omission of unimportant or irrelevant words 
from a quotation. 

 "What a heavy burden is a name that has become...famous." 

 --Voltaire 

 f.  Use brackets to indicate explanatory words added to the quotation. 

 "From a distance it [fear] is something; nearby it is nothing." 

 --La Fontaine 

 g.  When quoting dialogue, start a new paragraph with each change of speaker. 

 "He's dead," Holmes announced. 

 "Are you sure?" the young lady asked. 
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2.  Use quotation marks around the titles of short written works: poems, articles, essays, short stories, 
chapters, and songs. 

 The first chapter in The Guns of August is entitled "A Funeral." 

 I still get misty-eyed when I hear "Danny Boy." 

3.  Use quotation marks around definition of words. 

 The original meaning of lady was "kneader of bread." 

4.  Use quotation marks to indicate the special use of a word. 

 Organized crime operates by having its ill-gotten gains "laundered" so they appear legitimate. 

5.  Use a set of single quotation marks to indicate a quotation within  a quotation. 

 She asked, "Who said, 'Let them eat cake.'?" 

6.  Place periods and commas inside quotation marks. 

 Dr. Watson said, "It's the speckled band." 

7.  Place colons and semicolons outside the quotation marks. 

 Coe barked, "I have nothing to say"; then he left. 

8.  Place question marks, exclamation marks, and dashes inside the quotation marks when the 
punctuation belongs to the quote and outside the quotation marks when they do not. 

 Shauna said, "Who is my opponent?" Did Shauna say, "I fear no opponent"? 
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Student Handout 5 
 

 
This student handout contains student homework assignment; Produce a  

 Memorandum for Decision. 
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HOMEWORK ASSIGNMENT (Test) 
 
 

Action: Produce a Memorandum For Decision. 
Conditions: Given a task to write a memorandum for decision as an out of 

class assignment; access to information about the topic; student 
readings and instructional materials; a sample format for writing a 
memorandum for decision; classroom instruction and discussion; 
AR 25-50, DA Pam 600-67, FM 101-5; and a suspense date. 

Standards: Prepare a memorandum for decision that displays adequate 
research and logic to persuade a decision maker to choose a 
course of action.  Complied with Army writing standards i.e.” 
transmitted a clear message in a single rapid reading and was 
generally free errors in grammar, mechanics, and usage.”  
Received at least a “Satisfactory” evaluation using the standard 
writing evaluation form criteria, provided to the instructor within the 
time requirement, was no more than two pages in length. 
 

 
 

ASSIGNMENT: 
Produce a Memorandum for Decision on the topic issued to you by your 
instructor.  Listed below is the topics: 
 

Topics for the memo are: 
 
1. Propose a change to the unit formation time.   
2. Propose change to duration of PT sessions. 
3. Propose implementation of new PT program. 
4. Propose decentralization of training to squad or section level. 
5. Propose new environmental requirements training. 
6. Propose purchase of new office equipment. 
7. Propose software training for all office personnel in the unit. 
8.   Propose implementation of extended hours for the dining facility. 
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Student Handout 6 

 
 

This student handout contains a cover sheet and four pages of extracted material 
from AR 25-50. 
 
  Pages     cover page  
  Pages    27 thru 30 

 

 
Disclaimer:  The training developer downloaded the extracted material from the 
General Reimer Training and Doctrine Digital Library.  The text may contain passive 
voice, misspellings, grammatical errors, etc., and may not be incompliance with the 
Army Writing Style Program. 
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2–2. Use
a. Formal memorandums. The formal memorandum is used for correspondence that is sent outside the headquarters,

the command, the installation, or similarly identifiable organizational elements within the DOD; for routine correspond-
ence to Federal Government agencies outside the DOD; for notification of personnel actions, military or civilian; and
for showing appreciation or commendation to DA employees and soldiers.

b. Informal memorandums. The informal memorandum is used for internal correspondence within the same head-
quarters, same command, or similarly identifiable organizational elements. As a general rule, do not use informal
memorandums when corresponding with organizations or individuals not familiar with your office symbol. Informal
memorandums may be preprinted and used as form letters.

Note. Refer to DA Memo 25–52, Staff Action Process and Correspondence Policies, for correspondence originating within the Army
Staff or Secretariat Agencies.

2–3. General rules
a. Paper. The standard size is 81⁄2 by 11 inches.
b. Original pages.
(1) For formal memorandums use computer-generated letterhead for the first page and plain white paper for

continuing pages.
(2) The informal memorandum is typed or printed on plain white paper; do not use letterhead.
c. Copies. Prepare only the number of copies needed. See paragraph 1–23 for more information on record, copy

furnished, and reading file copies.
d. Dates. Type or stamp the day, month, and year on the memorandum flush with the right margin.
e. Margins. The standard margin is 1 inch from the left, right, top, and bottom margins. Do not justify right margins.
f. Spacing. See figures 2–1 and 2–2.
g. Abbreviations and brevity codes. See paragraph 1–16.
h. Acronyms. See paragraph 1–17.
i. Signature blocks.
(1) Type the signature block of military officials on three lines with the name (in uppercase) on the first line, rank

and branch of Service on the second line, and the title on the third line. If the title requires an extra line, a fourth line is
authorized. Indent the beginning of the fourth line so that the first character will be aligned underneath the third
character of the third line.

(2) Type the signature block of civilian officials on two lines with the name (in uppercase) on the first line and the
title on the second line. If the title requires an extra line, a third line is authorized. Indent the beginning of the third line
so that the first character will be aligned underneath the third character of the second line.

(3) Do not use academic degrees, religious orders, or fraternal orders as part of the signature block unless it would
benefit the Army for the receiver to know this information, for example, use of a medical degree to show that medical
information provided was based on expertise of a member of the medical profession.

(4) Do not use “(P)” (meaning that the signer is promotable) after the rank for personal benefit; use only if it would
benefit the Army.

2–4. Format
When writing a memorandum, use the modified block style format. The format has three parts: heading, body, and
closing.

a. Heading. The heading has five elements:
(1) Office symbol. Type the office symbol on the second line below the seal. The symbol names the writer’s office

(for example, DAPE–PRR). Do not use computer identification codes or word-processing codes as part of the office
symbol. Other information may follow the office symbol when needed and if not part of the subject line. Some
examples are the name of an individual, social security number, rank, primary military occupational specialty, contract
number, or bill of lading number. Do not crowd the office or reference symbol line. If the additional information is
lengthy, write it on a second line, flush with the left margin.

(2) Date.
(a) Put the date on the same line as the office symbol.
(b) End the date approximately even with the right margin.
(c) Express the date in this order: day, month, year. Day—Express in numerals. Month—Spell out if the year is not

abbreviated; abbreviate if the year is abbreviated (15 January 1999 or 15 Jan 99 but not 15 January 99 or 15 Jan 1999).
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Year—Express either with two or four digits, depending on whether the month is abbreviated or spelled out. The only
exception to this rule is if the date stamp uses the abbreviated month and the four-digit year.

(d) The date may be typed or stamped.
(3) Suspense date. Use a suspense date if a reply is needed by a certain date. Do not impose a suspense date when

there is no compelling reason.
(a) Placement. Put the suspense date at the right margin on the same line as the Reply to Attention Of or two lines

above the date of the memorandum.
(b) Setting of suspense date. Always consider the time factors involved, for example, transmission time to the

reader, time the reader needs to gather the information, and transmission time for the return reply.
(c) Format of the date. See paragraph 2–4a(2)(c).
(4) MEMORANDUM FOR line. Type MEMORANDUM FOR on the third line below the office symbol. Write to the

office that is expected to complete the action. Do not simply address an action to a headquarters if it is known which
element of that headquarters will receive the action. If the memorandum is sent to someone’s attention, place the
person’s name in parentheses after the office symbol (see fig 2–4). Exception: When used for Exclusive For corre-
spondence, appreciation, and commendation, a memorandum will be addressed to name and title of the addressee.
When a second line is needed for the address, begin it flush with the left margin, except for multiple-address
memorandums, which will begin under the third character of the line above it. Type addresses in either all uppercase or
upper- and lowercase type. Be consistent. Do not mix the two type styles.

(a) Single-address memorandums. Figures 2–4 and 2–5 give examples of memorandums with a single address.
Figure 2–4 gives an example for HQDA, and figure 2–5 gives one for a major command. When using a single address,
MEMORANDUM FOR and the address are on the same line.

(b) Multiple-address memorandums. See figures 2–6 and 2–7 for examples of memorandums for HQDA and figure
2–8 for an example for MACOMs. Note that “multiple-address memorandums”means more than one and less than six.
If the address extends more than one line, continue the second as stated in paragraph 2–4a(4). On multiple-address
memorandums, prepare one original and make copies for additional addressees after signature. Place a checkmark to
the immediate left of each addressee to designate that addressee’s copy. This readily identifies the recipient and
eliminates the need for reading the entire addressee listing.

(c) SEE DISTRIBUTION memorandums. If a memorandum is sent to more than five readers, use the SEE DISTRI-
BUTION format (see fig 2–9) for the addresses. Type the words SEE DISTRIBUTION one space after the words
MEMORANDUM FOR. On the second line below the last line of the signature block or enclosure listing, whichever is
lower, type DISTRIBUTION: and block the addresses as shown in figure 2–9. The distribution list may be continued on
the second page (see fig 2–10). If necessary, the complete distribution list may be typed on a separate page. Prepare
one original and make copies for additional addressees after signature. Place a checkmark to the immediate left of each
addressee to designate that addressee’s copy. This readily identifies the recipient and eliminates the need for reading
the entire addressee listing. The envelope for an addressee on a SEE DISTRIBUTION list must show the complete
address; otherwise, the U.S. Postal Service (USPS) will not be able to deliver it.

(d) THRU memorandums. Use a THRU memorandum to let others know what is being done and to give them the
opportunity to comment, especially if their comment will have an impact on the action. Use this format when an action
must be approved by several recipients, in turn. See figure 2–11 for the format for a single THRU memorandum. Use
the format in figure 2–12 when sending the THRU memorandum to more than one reader.

(5) Subject line. Type the subject line on the second line below the last line of the address. Use only one subject and
write the subject in 10 words or less, if possible. If the subject needs more than 10 words, limit the number of words
and use authorized abbreviations. If the subject is more than one line, begin the second line flush with the left margin
(see fig 2–13). Type SUBJECT: in uppercase letters (see examples).

b. Body (Text).
(1) Beginning. Begin the text on the third line below the last subject line.
(a) If there are references, list these in the first paragraph. See paragraph 1–31 for instructions on how to list.
(b) Begin the memorandum with a short, clear purpose sentence.
(c) Put the recommendation, conclusion, or most important information (the main point) next. (Some writing

combines the purpose and the main point.)
(d) Clearly separate each major section. Use paragraphs, headings, or sections.
(e) When appropriate, a point of contact (POC) line will be the last paragraph of the body of the correspondence.
(2) Spacing. Single-space the text with double-spacing between paragraphs and subparagraphs. Single-space one-

paragraph memorandums. (See fig 2–13.) On occasion, one-paragraph correspondence requires subparagraphing. The
spacing for subparagraphing is the same as that for major paragraphs.

(3) Indenting. When paragraphs are subdivided, indent them as shown in figure 2–1.
(4) Numbering paragraphs.
(a) Do not number a one-paragraph memorandum.
(b) If the memorandum has more than one paragraph, number the paragraphs as outlined in figure 2–1.
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c. Closing. Major elements are the authority line, signature block, and enclosure listing. Sub-elements are the
DISTRIBUTION listing (if needed) and Copies Furnished (CF).

(1) Authority line. See chapter 7 and appendix E. Type the authority line at the left margin in uppercase letters on
the second line below the last line of the text. The authority line is used by individuals properly designated as having
the authority to sign for the commander or the head of an office.

(2) Signature block. See chapter 7 and appendix E for examples.
(a) Placement. Begin the signature block in the center of the page on the fifth line below the authority line. If there

is no authority line, begin it on the fifth line below the last line of the text.
(b) Omission. Omit the signature block if it is not known at the time of writing who will sign. The signature block

may be added either by typing or by use of a rubber stamp at the time of signature.
(c) Format. See paragraph 2–4.
(3) Enclosures. Number and attach enclosures in the same order in which they appear in the memorandum. When

there is only one enclosure, do not precede “Encl” with the number “1.” Use only “Encl.” Begin the enclosure listing at
the left margin on the same line as the signature block. (See chap 4.)

(4) DISTRIBUTION listing (if needed). See figures 2–9 and 2–10.
(5) Copies Furnished. See figures 2–10 and 2–13 through 2–15. Use the copy furnished line to inform others of the

subject only if they have a need to know or an interest in the subject. Type CF: on the second line below the last line
of the signature block, enclosure listing, or distribution listing, whichever is lower. Show whether or not enclosures are
included by adding either “(w/encls)” or “(wo/encls)” at the end of each CF address. If all copies furnished addressees
will be provided copies of the enclosures or all will not be provided enclosures, type either “w/encls” or “wo/encls” in
parentheses after “CF” rather than type each one separately after each address (for example, CF: (w/encls)).

2–5. Multiple-Page memorandums
Try to limit the memorandum to no more than two pages. Use enclosures for additional information. If a memorandum
is longer than one page, see figures 2–2 and 2–3 and follow these rules:

a. Type the office symbol at the left margin 1 inch from the top edge of the paper.
b. Type the subject of the memorandum at the left margin on the next line below the office symbol.
c. Begin the continuation of the text at the left margin on the third line below the subject phrase. When continuing a

memorandum on another page—
(1) Do not divide a paragraph of three lines or less between pages. At least two lines of the divided paragraph must

appear on each page.
(2) Include at least two words on each page of any sentence divided between pages.
(3) Do not hyphenate a word between pages.
(4) Do not type the authority line and the signature block on the continuation page without at least two lines of the

last paragraph. If, however, the last paragraph or subparagraph has only one line, it may be placed alone on the
continuation page with the authority line and signature block.

d. Center the page number approximately 1 inch from the bottom of the page.

Section II
Special Purpose Memorandums

2–6. Memorandum of Understanding or Memorandum of Agreement
a. Uses. Use a Memorandum of Understanding (MOU) or a Memorandum of Agreement (MOA) to document

mutually agreed to statements of—
(1) Prepare the MOU or MOA on the letterhead of the preparing or requesting agency.
(2) Intentions.
(3) Procedures.
(4) Parameters.
(5) Policies of future actions.
(6) Matters of coordination.

Note. Do not substitute an MOA for formal support agreements within one Service or between Services. However, an MOA may be
used to document an agreement before writing a more formal one.

b. Format. When an MOU or MOA is required, use the format shown in figures 2–16 and 2–17.
(1) Heading. Prepare the MOU or MOA on the letterhead of the preparing or requesting agency. This provision may

be altered to meet internal or special requirements of the parties involved in the agreement. Center the title MEMO-
RANDUM OF UNDERSTANDING or MEMORANDUM OF AGREEMENTon the second line below the seal. Type the
word BETWEEN, also centered, on the line immediately following the title. Center the names of the agreeing agencies
on the line immediately following the word BETWEEN. The requirement for centering may be altered when there are
more than two agreeing agencies or where the agency titles are too lengthy to be typed on one line.
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(2) Subject. Type the word SUBJECT: at the left margin on the second line below the last line of the agreeing
agencies’ titles.

(3) Text. Begin the first line of the text at the left margin on the third line below the last line of the subject. The
basic text will contain, but is not limited to, the following six categories

(a) Reference. List the references that are directly related to the agreement.
(b) Purpose. The paragraph defines or states, in as few words as possible, the purpose of the agreement.
(c) Problem. Present a clear, concise statement of the problem, to include a brief background.
(d) Scope. Add a short and to the point statement specifying the area of the agreement.
(e) Understandings, agreements, support, and resources. List the understandings, agreements, support, and resource

needs and responsibilities of and between each of the parties or agencies involved in the agreement.
(f) Effective date. Enter the date the agreement will become effective.
(4) Paragraph numbering. Paragraph numbering and indentations are the same as for the general use memorandums.
(5) Signature blocks. Signature blocks on MOUs and MOAs are unique in that signature blocks of both the agreeing

parties appear on the same line. Type signature blocks on the fifth line following the last line of the text. Precede all
signature blocks by overscoring as shown on figures 2–16 and 2–17. Include the name, title, and agency for civilians
and name, rank, branch, and title for military personnel. Include the date that each official signs. Place the signature of
the senior official on the right. When in doubt as to the seniority, use the signature of the official whose organization is
the same as the letterhead.

2–7. Memorandum for record
a. Use. Use the memorandum for record (MFR) to give a summary of preceding correspondence and to show the

authority or basis for the action taken. See figure 2–18. The MFR is also used to document informal meetings or
telephone conversations in which official business was conducted.

b. Contents.
(1) Summary. The summary contains the source, office symbol, date, subject, addressee, and action requested or

indicated.
(2) Basis for action. Show all background information having a direct bearing on the matter. Include the authority

and basis for action. This lets reviewing and signing officials know the basis for the action.
(3) Coordination. Show the name of the office or agency; the name, title, and telephone number of the person

contacted; date of coordination; and indication of concurrence, nonconcurrence, or other action.
c. Format. Prepare an MFR on white paper. An abbreviated form of the MFR may be typed or written on the

bottom of the record or file copies. This saves paper and filing space and ensures that all information about the subject
is in one place.

(1) Type the office symbol at the left margin and 1 inch from the top of the paper. Stamp or type the date on the
same line ending approximately at the right margin.

(2) Type the words MEMORANDUM FOR RECORD at the left margin on the third line below the reference
symbol.

(3) Type SUBJECT: at the left margin on the second line below MEMORANDUM FOR RECORD.
(4) Begin the text on the third line below the last line of the subject.
(5) Try to limit the MFR to one page. If a second page is needed, prepare it in the same way as the continuation

page of a memorandum.
(6) Mark the paragraphs and subparagraphs of the MFR as for a memorandum. Prepare and position all remaining

applicable elements (signature block and enclosure listing) as for a memorandum. Do not use an authority line on an
MFR.

(7) Anyone who has an official use for this format may prepare and sign it.

Chapter 3
Preparing Letters

3–1. General
This chapter provides instructions for preparing letters. Specific formats and instructions come from the Office of the
Secretary of the Army (OSA).

3–2. Use
Letters will be used for correspondence addressed to the President or the Vice President of the United States, members
of the White House staff, members of Congress, Justices of the Supreme Court, heads of departments and agencies,
State governors, mayors, foreign government officials, and the public. Letters may also be used for correspondence to
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Student Handout 7 
 

 
This student handout contains four pages extracted from FM 101-5 consisting of the 

 cover page plus pages D-6 thru D-8 of Appendix D. 
 

 
Disclaimer:  The training developer downloaded the extracted material from the 
General Reimer Training and Doctrine Digital Library.  The text may contain passive 
voice, misspellings, grammatical errors, etc., and may not be incompliance with the 
Army Writing Style Program. 
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DECISION PAPERS

The decision paper is a staff action which the staff of-
ficer uses to discuss the purpose, recommendation,
background and discussion, and impacts and coordina-
tion of staff actions. The decision paper should be brief
and to the point, containing the essential elements of in-
formation for the decision maker to understand the staff
action and reach a decision. After command group ac-
tion is completed, such as approval or disapproval, or
other action by the commanding general, ADCs, or chief
of staff, the decision paper is returned to the originating
staff officer for appropriate processing and action.

The decision paper is prepared in the informal
memorandum format and should not exceed two
pages (excluding supporting documentation). The
paper is addressed to the person making the decision.
Tabs are used sparingly, only to separate sections and
to provide essential explanations or information. The
staff officer should synthesize the facts, summarize
the issues, and present feasible alternatives. Figure
D-2 shows the annotated decision paper format and
additional information. Figure D-3, page D-8, shows
the coordination enclosure format. Figure D-4, page
D-9, shows the nonconcurrence format, and Figure
D-5, page D-10, the assembling and tabbing of staff
actions.

The decision paper is prepared using the following
seven paragraphs.

1. Paragraph 1 states: �1. For DECISION.�

2. Paragraph 2 states: �2. PURPOSE.� It
should state clearly what decision is required. It should
be stated in the infinitive form, �To determine the. . .� or
�To obtain. . .�

3. Paragraph 3 is the recommendation. �3.
RECOMMENDATION.� This contains the specific rec-
ommendation that the staff officer believes will solve
the problem. If the purpose of the decision paper is to ob-
tain a signature, the document requiring the signature is
placed under the first lettered tab. If the paper presents a
solution to the problem and has implementing

documents for approval/signature, the recommendation
may be two-fold (example):

�3. RECOMMENDATION.

a. That the (state recommended solution).

b. That the (title) approve and sign the
implementing directive(s) found at Tab(s) ___."

Under each recommendation type:

APPROVED DISAPPROVED
SEE ME________

This allows the decision maker to note the action
taken on each separate recommendation by initialing
the line.

4. Paragraph 4 states the background and
discusion. �4. BACKGROUND AND DISCUSSION.�
It explains the origin of the action, why the problem ex-
ists, and a summary of events in chronological form to
help put the problem in perspective and provide an un-
derstanding of the alternatives and recommendation.

5. Paragraph 5 states the impact of the
recommended decision. �5. IMPACT.� This explains
the impact on personnel, equipment, funding, environ-
ment, or stationing. State who, and to what extent, is im-
pacted by the recommendation. If none, state �No
impact.�

6. Paragraph 6 states the coordination that was
done. �6. COORDINATION.� All coordination is ac-
complished prior to submission of the decision paper.
Concurrence/nonconcurrence is indicated by lining
through either CONCUR or NONCONCUR, sign-
ing/initialing, and dating. A STATEMENT OF
NONCONCURRENCE is placed under a tab and identi-
fied as nonconcurrence in the coordination block. The
proponent office will attempt to resolve the nonconcur-
rence. If this is not possible, a CONSIDERATION OF
NONCONCURRENCE is added as a tab to the staff pa-
per. See Figure D-4, page D-9, for an example.

7. Paragraph 7 is used for point of contact or ac-
tion officer, organization, and telephone number.
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Decision Paper (An informal memorandum)

ABCA-XX-XXX (Marks Number) Date

MEMORANDUM THRU (or FOR)

FOR (If THRU is required)

SUBJECT:

1. For DECISION. (Indicate if decision is time-sensitive to an event or has a suspense to a higher head-
quarters. Suspenses to the command group are not shown.)

2. PURPOSE: (Brief description of the situation requiring a decision. Keep it short. If you need more space
for details, use an enclosure.)

3. RECOMMENDATION. (State a specific recommendation, for example, “That the commander approve
and sign the memorandum at TAB A tasking xx Brigade with installation support detail.” Designate addi-
tional implementers as TAB A1, A2, and so forth. Add a line after each separate recommendation where the
approving authority may indicate action taken.)

APPROVED____________DISAPPROVED____________SEE ME____________

4. BACKGROUND AND DISCUSSION.

a. (Refer to background information at TABs E through ___.)

b.

c.

5. IMPACTS. (Indicate resource funding impact of the recommendation decision(s), if any.)

a. Personnel. (Refer to background information at TABs E through___.)

b. Equipment.

c. Funding.

6. COORDINATION.

ACofS, G1/AG CONCUR/NONCONCUR_____________CMT______DATE:______

ACofS, G2 CONCUR/NONCONCUR_____________CMT______DATE:______

DPTM CONCUR/NONCONCUR_____________CMT______DATE:______
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ABCA-XX-XXX

SUBJECT: (The same subject as on page 1)

7. Use this paragraph for point of contact or action officer, organization, and telephone number.

X Encls SIGNATURE BLOCK

1. Document for Approval (TAB A) Xxxxxxxx, Xxxxx

2. Taskers (TAB B) Xxxxxxxxxxxxxx

3. Coordination (TAB C)

4. Nonconcurrences (TAB D)

5. As Required (Tabs E through___)

COORDINATION ENCLOSURE

(This is an enclosure to a Decision Paper. Coordination with staff officers/unit commanders is indicated by
“CONCUR” or “NONCONCUR.”

COORDINATION
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Student Handout 8 
 

 
This student handout contains 11 pages extracted from DA Pamphlet 600-67, 
Effective Writing for Army Leaders, 02 June 1986. 

 
 

Disclaimer:  The training developer downloaded the extracted material from the 
General Reimer Training and Doctrine Digital Library.  The text may contain passive 
voice, misspellings, grammatical errors, etc., and may not be incompliance with the 
Army Writing Style Program. 
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SUMMARY of CHANGE 
 
DA PAM 600–67 
Effective Writing for Army Leaders 
This pamphlet provides staff writing standards and guidelines to Army leaders, and outlines two editing 
tools and one organizational technique for use by leaders in achieving those standards and for obtaining 
them from their subordinates. 
 
RESERVED 
Headquarters 
Department of the Army 
Washington, DC 
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Personnel—General 
 
Effective Writing for Army Leaders 
Department of the Army 
Pamphlet 600–67 
 
History. The UPDATE printing publishes a new Department of the Army pamphlet. 
 
Summary . This pamphlet outlines, for Army leaders, the standards of AR 600–70 and sets staff writing 
guidelines to achieve those standards. 
 
Applicability. This pamphlet applies to the Active Army, Army National Guard, U.S. Army Reserve, and 
Department of the Army civilians. 
 
Proponent and exceptional authority.  Not applicable. 
 
Impact on new Manning System. This pamphlet does not contain information that affects the New 
Manning System. 
 
Interim changes. Interim changes to this pamphlet are not official unless The Adjutant General 
authenticates them. Users will destroy interim changes on their expiration dates unless sooner 
superseded or rescinded. 
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Unclassified  
 
RESERVED 
 
Chapter 1 
 
Introduction 
1–1. Purpose 
This pamphlet is a leader’s manual. It – 
 
a. Provides accessible information on what kind of staff writing to demand and how to have it produced. 
b. Explains in detail what good Army writing is and how to establish uniform Army writing standards. 
c. Describes two quantifiable tools to reinforce better writing. 
d. Provides examples of the new standard for Army writing. 
 
1–2. References 
a. Required publication. AR 600–70, The Army Writing Program, is a required publication. (Cited in para 
2–1d.) 
b. Related publication. (A related publication is merely a source of additional information. The user does 
not have to read it to understand the pamphlet.) AR 340–15, Preparing and Managing Correspondence, 
is a related publication. 
 
1–3. Why there is an Army Writing Program 
a. Too much Army writing does not communicate well. It confuses rather than clarifies; it is wordy rather 
than concise; it hides the main idea rather than getting to the point. 
b. We all recognize the particular style described in a above as “Army” writing. The Army has developed 
this style collectively.  That means that, collectively, we can build a better style. 
c. Information overload and the complexity of the modern Army demand a more effective style and a new 
standard for writing. 
 
1–4. Defining the standard 
a. According to AR 600–70, the standard for Army writing is writing you can understand in a single rapid 
reading, and is generally free of errors in grammar, mechanics, and usage. 
b. Good Army writing is clear, concise, organized, and right to the point. 
 
Chapter 2 
 
Leadership and Writing 
2–1. Why we need a leader writing pamphlet 
a. Leaders lose too much time grappling with poor writing. 
b. Poor writing hinders decisions. 
c. Only leaders can make this new style happen. 
d. Paragraph 2e of AR 600–70 requires all commanders to uphold a common standard. 
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2–2. A different kind of writing pamphlet 
a. This is a leader’s manual, not a thick staff officer’s guide. This pamphlet provides accessible 
information on what kind of writing to demand and how to get your staff to produce it. 
b. Most significantly, the Army has set a standard for good writing and developed staff writing rules to 
reach that standard. You’ll find those in this pamphlet as well. 
 
2–3. Your role as an Army leader 
This pamphlet has three primary sections and will assist you as an 
Army leader to — 
a . Issue the guidance to establish uniform, effective writing standards. 
b. Be a mentor to your subordinates using specific tools. 
c. Show the new standards using sets of examples. 
 
Chapter 3 
 
Issuing the Guidance 
3–1. Style Rules 
 
Take these guidelines and publish them as your office writing rules to establish the new Army writing 
rules to establish the new Army writing standard. Require all people who write for you– 
a. Put the recommendation, conclusion, or reason for writing—the “ bottom line ”—in the first or second 
paragraph, not at the end. 
b. Use the active voice. 
c. Use short sentences (an average of 15 or fewer words). 
d. Use short words (three syllables or fewer). (See the clarity index in paragraph 4–3.) 
e. Write paragraphs that, with few exceptions, are no more than 1 inch deep. 
f. Use correct spelling, grammar, and punctuation. 
g. Use “I,” “you” and “we” as subjects of sentences instead of “this office,”“this headquarters,”“all 
individuals,” and so forth, for most kinds of writing. 
 
3–2. Two essential changes 
These new writing guidelines mandate two critical changes that leaders must demand. The first change 
alters the structure of all Army writing; the second change transforms the style. 
a. Structure—main idea first. 
(1) Require all staff writing to begin with the main idea. The greatest weakness in ineffective writing is that 
it doesn’t quickly transmit a focused message. Too much Army writing hides the main point. Insist, as 
business writers do, on the “bottom line” first. Have subordinates start with the information they would 
keep if they had to get rid of all the rest. 
(2) Require specific packaging of all writing. Focusing first on the main point changes the overall 
construction of Army writing.  This restructuring, called packaging, is the framework of the new writing 
style. Packaging is not format. Formatting begins after packaging to tailor the writing to a specific 
purpose. To package–(a) Open with a short, clear purpose sentence. 
(b) Put the recommendation, conclusion, or most important information (the main point) next. (Some 
writing combines the purpose and the main point.) 
(c) Clearly separate each major section. Use paragraphs, headings, or section titles. 
(d) Use a specific format if one is appropriate. 
b. Style – the active voice. 
(1) The major style change that makes Army writing clear, direct communication is using the active voice 
rather than passive voice.  Many Army writers overuse the passive voice and create sentences that are 
indirect and unfocused, and that slow communication. The passive voice hides the doer of the action, 
blocking communication.  Active example: Army beat Navy. Passive example: The Navy has been beaten 
by Army. 
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(2) The active voice is direct, natural, and forceful. 
(3) The active voice does more than make sentences clearer – it shortens sentences. Eliminating the 
passive voice reduces a piece of writing by about 20 percent. 
(4) The passive voice is actually very easy to recognize: it uses one of the eight forms of to be plus a verb 
usually ending in –en or –ed. Example: am, is, are, was, were, be, being, been plus the –en, –ed word (is 
requested, were eaten). 
DA PAM 600–67 • 02 June 1986 
 
(5) When you see verb constructions like the examples in (4) above, you know the writing is passive. 
Although sometimes the passive is appropriate, most of the time it is not. Examples: The passive voice is 
abused in Army writing. When vagueness is wanted, many writers select the passive voice. A direct style, 
on the other hand, is created by the active voice. 
(6) When you see writing in the passive voice, have the writers change it to active voice. Tell your 
subordinates to put the subject first in sentences and they will become active writers. Example:  Army 
writing abuses the passive voice. Army writers select the passive voice when they want to be vague. The 
active voice, on the other hand, creates a direct style. 
 
Chapter 4 
 
Being a mentor 
4–1. General 
Despite clear staff writing guidelines and focusing on only two essential changes, some of the writing you 
see won’t meet the new standards. Most supervisors have little trouble identifying poor writing. Many, 
however, have problems knowing how to fix it or counsel someone else on how to fix it. Use the tools 
discussed in feedback. 
 
4–2. The quick–screen edit 
This editing tool identifies major violations of the Army standard for writing. To use the quick–screen edit, 
simply do the following: 
a. use a highlighter, pencil or pen. 
b. In a single, rapid reading highlight, circle, or underline– 
(1) The “bottom line,” the purpose of the piece of writing. 
(2) Any forms of the verb to be used with a past participle ( a verb ending in “–en” or “–ed”). This 
identifies the passive voice. 
(3) Any unnecessary long words or jargon. 
(4) Spelling, punctuation, or grammar mistakes. 
c . Have your people revise the four targeted areas. In the revision– 
(1) Move the “bottom line” to the beginning of the writing if it is not there already. 
(2) Change only the other highlighted problems. 
(3) Check the writing for packaging. 
d. See figure 4–1 for an example of highlighting, using the quick –screen edit. (The reverse type in fig 4–1 
represents use of highlighting.) Figure 4–2 shows the revised example. 
e. This quick–screen edit is a quick, effective screen. It’s quick because you only read it once. It’s 
effective because you highlight specific errors. It’s a screen because you highlight only those errors that 
are distracting. 
f. With this technique, you chow subordinates exactly what to revise without requiring a complete rewrite. 
 
4–3. The clarity index 
Some writing problems do not lend themselves to a quick–screen edit. A second tool, the clarity index, 
pinpoints tow other major reasons why writing that arrives on the desk is often confusing and difficult to 
read. 
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a. Long words and long sentences make writing difficult to read. Such writing does not meet the new 
standards of Army writing. The clarity index provides a yardstick to measure how readable writing is. If 
you suspect that writing is not effective, this yardstick is helpful to quantify the problem. 
b. The clarity index is based on word and sentence length. Selecting a sample of 200 words or less, use 
the formula below. (For graphic representation of the formula, see fig 4–3.) 
(1) Count the number of sentences. 
(2) Count the number of words. 
(3) Divide the number of words by the number of sentences to get the average sentence length. (The 
target average is 15 words per sentence. 
(4) Count the number of words that have three syllables or more. 
(5) Divide the number of long words by the total of words to determine the percentage of long words. 
(The target is 15 percent.) 
(6) Add the average sentence length to the percentage of long words. 
(7) The sum is the clarity index. (The target is 30.) 
c. If a writer eliminates long words and long sentences without changing meaning, writing becomes 
clearer. The writer is not producing simplistic papers or insulting the reader’s intelligence. Instead, time–
savings and understanding increase. 
d. Use the clarity index once to quantify the density of a piece of writing for subordinates. Then have 
them periodically monitor their own writing. See figures 4–4 and 4–5 for examples of how to compute a 
clarity index. 
e. Use the following Rules of thumb for the clarity index: 
(1) Below 20, writing is too abrupt. 
(2) Over 40, writing is difficult to understand. 
(3) Aim for an index of 30. 
 
Chapter 5 
 
Showing the New Standards 
5–1. Establishing the guidelines 
a. The two essential changes – packaging and active writing – and the seven style techniques create a 
new standard for Army writing. 
b. The quick–screen edit and the clarity index help enforce the new standard. 
 
5–2. Setting the examples 
a. The examples in figures 5–1 through 5–6 demonstrate the results of applying the leadership guidelines 
in this pamphlet to Army writing. Read and compare the examples. Do not accept writing like that labeled 
“poor writing.” Only accept writing like that labeled “good writing.” Use figures 5–1 through 5–6 as 
examples for your subordinates. 
b. The memorandum at figure 5–1 has a clarity index of 42. That’s too high. The paper is far too long, is 
filled with jargon, the passive voice, and is not focused. Packaging in figure 5–2 brings the 
recommendation to the top and eliminates unnecessary verbiage. The example in figure 5–2 has a clarity 
index of 23. 
c. Much of figure 5–3 is error–riddled or Army jargon. It’s an attempt to sound “serious” and military. 
Writing like this slows communication and sends the wrong message about the writer. Note the difference 
in figure 5–4. 
d. The other examples of standards in this pamphlet reflect the dramatic difference brevity makes to bring 
about more effective writing. Although the example at figure 5–5 is short, it has a more basic problem – 
packaging. Notice that figure 5–6 does not look markedly shorter, although it is. This document’s legal 
nature does mean some things cannot be cut out. It’s much improved, however, because the “bottom 
line” is up front and the paragraphs are short. Packaging speeds communication.  
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A microcomputer can help this office speed up actions, which is very important to getting all missions 
accomplished. By using the data base software, we can keep track of all training and not allow repetitive 
training. WE can use the work processor to do our administrative actions and speed up our ability to do 
work. We need such and instrument at this time. 
 
Figure 3-1. Example of writing without packaging 
1. I request a microcomputer for this office. 
2. We need a microcomputer to: 
a. Monitor training. 
b. Increase the amount of work we can do. 
c. Handle our administrative jobs. 
 
Figure 3-2. Example of writing with packaging 
 
Figure 4-1. Example of a quick–screen edit highlight 
1. We need to prepare requests immediately to get the furniture new purchasing data authorizes. 
2. The Army permits buying overseas quarters furniture if it is cheaper than shipping personnel furniture. 
We have conducted new cost comparison studies that entitle us to buy furniture. 
 
Figure 4-2. Example of revised writing 
A. Number of sentences ____ B ÷ A = words/sentence _____ 
B. Number of words ____ C ÷ B = % long words + _____ 
C. Number of long words ____ Clarity Index = _____ 
 
Figure 4-3. Computing clarity index 
Example: Summary of Action 
1. Herewith is the Summary of action concerning the elimination case of the captioned officer. You will 
recall that when I briefed you on this case, I suggested that the Vice Chief be informed of my 
recommendation since he, as CG FORSCOM, initiated the Board of Inquiry and ultimately recommended 
approval of that Board’s recommendation for elimination under other than honorable conditions. You left 
the matter of briefing the Vice Chief up to me and advised that after I had made up my mind in that regard 
you would make your decision in the case. 
2. I asked for and had an interview with the Vice Chief. I explained that I wanted him to know about my 
recommendation to you in the case since he had initiated the Board of Inquiry and had ultimately 
recommended approval of that Board’s recommendation for the elimination of LTC Jones with an under 
other than honorable conditions discharge. The Vice Chief was grateful for my courtesy but made no 
comment as to whether he was in agreement or nonconcurred with my recommendation. 
A. Number of sentences 6 B ÷ A = words/sentence 29 
B. Number of words 176 C ÷ B = % long words + 16 
C. Number of long words 29 Clarity Index = 45 
 
Clarity index: 12 + 12 = 24 
 
Figure 4-4. Clarity index of original writing 
Sample Solution: Summary of Action 
Here is LTC Jones’ case summary. 
I did decide to meet with the Vice Chief. I felt that since General Smith, as CG FORSCOM, started the 
case and recommended discharging Jones, he ought to get the update. The Vice Chief appreciated my 
visit but did not comment on my recommendations. 
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Total words: 50 
Number of sentences: 4 
Words per sentence: 12 
Number of long words: 9 
Percentage of long words: 6 ÷ 50 = 12% 
 
Figure 4-5. Clarity index of revised writing. 
 
MEMORANDUM THRU DEPUTY CHIEF OF STAFF FOR OPERATIONS AND PLANS FOR VICE 
CHIEF OF STAFF, UNITED STATES ARMY 
SUBJECT: Reserve Component Mobilization Exercises 
1. The purpose of this memorandum is to reply to your not to the Director of the Army Staff which 
requested an evaluation be made to determine the feasibility of conducting mobilization exercises for NG 
and USAR units. 
2. A feasibility study of such exercises has been initiated. Representatives from the NGB and OCAR 
have participated in a preliminary planning session, and FORSCOM has provided informal comments 
and suggestions. 
3. It appears feasible to conduct an exercise of this nature within the current year; however, funding 
restraints, available planning time, and personnel and training disruptions will tend to limit the scope and 
participation. In line with these restraints, considerations applicable to such and exercise in the immediate 
future are: 
a. Exercise should be conducted in conjunction with scheduled annual training (AT). Alert of participants 
should be made just prior to departure from home station for AT. This procedure should minimized 
individual disruptions while permitting the unit to exercise its mobilization plans and actions during a 
period normally allocated for preparation for AT. Further, this method would make use of funds already 
allotted for movement of unit. 
b. Announcement of the exercise and its objective should be made in advance; however, selected 
participants should be alerted at a point in time which would allow realistic implementation and evaluation 
of their mobilization procedures. Early announcement of objectives, followed later by actual selection and 
alert of participants, would require all concerned to plan an prepare for the exercises even if not required 
to participate. Valuable planning and evaluation could be accomplished during this pre–exercise phase 
prior to the alert of participants. 
c. In order to prohibit serious disruption of planned AT and pre–programmed testing schedules for RC 
units, close examination is required in the selection of participants. Units should be selected that have 
mobilization stations and equipment pools at the same location or in close proximity to each other. On the 
surface this appears a token approach; however, training time and funding limitations indicate that this is 
the most viable option within the near time frame. 
d. Only active and semi–active installations previously programmed to support AT should be used. 
Funding restrictions and training considerations preclude opening or greatly expanding support facilities 
not already programmed for AT. 
e. While total transportation requirements for units should be planned and determined during the pre–
alert phase, costs and other restraints on movements may necessitate only partial or selected movement 
of equipment of the participating units. 
f. Units to participate must be initially limited in number and size. These should include both USAR and 
NG units with priority of selection going to affiliated and early deploying (D+60) units. The selection of RC 
units to participate should be made by FORSCOM in coordination with NGB and OCAR. 
4. Subject to further analysis, it appears feasible to conduct a mobilization exercise in conjunction with 
next year’s AT. FORSCOM is receptive to the concept as outlined, but desires to examine the result of its 
Mobilization Evaluation Exercise which terminated 30 January, prior to the recommending or developing 
specific exercise objectives. Therefore, this is an interim reply. 
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Figure 5-1. Memorandum—Example of poor writing 
 
MEMORANDUM THRU DEPUTY CHIEF OF STAFF FOR OPERATIONS AND PLANS FOR VICE 
CHIEF OF STAFF, UNITED STATES ARMY 
SUBJECT: Reserve Component Mobilization Exercises 
1. Purpose. To answer this question: Can we conduct mobilization exercise for NG and USAR units this 
year? 
2. Recommendation. Yes, we can, but with these constraints: 
a. That FORSCOM sees the results of the last such exercise before planning begins. 
b. That FORSCOM, together with NGB and OCAR, choose participating units. 
c. That we use this year’s training and testing money. 
d. that the exercise is well–timed. 
3. Discussion. 
a. FORSCOM wants to help develop exercise objectives. 
b. FORSCOM, NGB, and OCAR should— 
(1) Select priority units first. 
(2) Select units whose mobilization stations and equipment pools are close together. 
(3) Not disrupt scheduled training and testing. 
c. The budget does not include enough money to— 
(1) Open new support facilities. 
(2) Expand existing support facilities. 
(3) Not disrupt scheduled training and testing. 
d. Timing of the exercise should— 
(1) Not change soldier’s summer training periods 
(2) Follow the actual mobilization time sequence. 
(3) Permit as many units as possible to participate in the planning phase, even though they may not 
execute their plans. 
 
Figure 5-2. Memorandum—Example of good writing 
 
DEPARTMENT OF THE ARMY, HHB, 3/13th Field Artillery, Schofield Barracks, HI 96857 
MACC–D–XO 12 March 1986 
SUBJECT: Request to be Assigned to Participate in JTX “Frostbite” 
Commander, 3d Battalion, 13th Field Artillery, Schofield Barracks, HI 96857 
1. It has recently come to my attention that this Battalion stands in dire need of a volunteer to participate 
on a voluntary basis in an evaluative capacity on Joint Training Exercise “Frostbite” to be held in the 
State of Alaska on or about this summer time–frame. 
2. I graduated fourth in a class of seventy–three from the U.S. Army Northern Warfare School on 17 
August 1985 and was awarded the distinction of a distinguished graduate. I learned the latest in cold 
weather tactics while on patrol in the DMZ last winter which make me current in that area. In looking at 
the training forecast, it doesn’t seem that I will be mission–essential during that training cycle. Much can 
be learned by seeing how other units operate in the boonies. 
3. The S–3 indicated to me that anyone interested should submit a copy of their last physical. As you can 
see, I have no previous cold–weather injuries and, therefore, would perhaps be less suspectible to such 
injury. 
4. It is my opinion that I am fully qualified to participate in this Joint Training Exercise at this point in time. 
GERALD A. SANDERS 
1LT, FA 
FIST Chief 
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Figure 5-3. Military letter—Example of poor writing 
 
DEPARTMENT OF THE ARMY, HHB, 3/13th Field Artillery, Schofield Barracks, HI 96857 
MACC–D–XO 12 March 1986 
SUBJECT: Request for JTX “Frostbite” Assignment 
Commander, 3d Battalion, 13th Field Artillery, Schofield Barracks, HI 96857 
1. I request to represent the Battalion on JTX “Frostbite” in Alaska this summer. 
2. I feel qualified for this assignment since I have some expertise in cold–weather operations. I was an 
evaluator during JTX “Team Spirit” in Korea last winter, and am a distinguished graduate of the Northern 
Warfare School. 
3. I have attached a copy of my latest physical examination. Encl  
GERALD A. SANDERS 
2LT, FA 
FIST Chief 
 
Figure 5-4. Military letter—Example of good writing 
 
DA form 4697 (Report of Survey), block 26: 
I have examined all available evidence as shown in exhibits A to G and as indicated below have 
personally investigated the same and it is my 
belief that the article (s) listed hereon and/or on attached sheets, total cost $433.50 was not damaged in 
an accidental manner. Something like 
this does not just happen; therefore, the soldier is responsible if negligent. As SP4 Farmer states in his 
statement (Exhibit B) the tailgate of the 
M113 was down when Private Thomas laid his M16 down on it to don his protective mask, (Exhibit A), 
because he thought he smelled CS. 
This act was in direct contravention of the Division, Brigade, Battalion, and Company Field SOP which 
states in part that “at no time will 
equipment be placed on the ramp of M113 personnel carriers” (Exhibit G). It also is expressly prohibited 
by the proper masking procedure 
which is to hold the rifle between the legs while masking (Exhibit F, “Soldier’s Manual of Common Tasks,” 
p. 37). When the squad leader 
(SSG Young) told the driver to raise the ramp (Exhibit C), he didn’t know that Thomas had set his 
weapon down on the ramp. It was dark and 
nobody could see anything and Thomas was still adjusting his mask. Well, one thing led to another and 
the next thing you know Thomas’ M16 
is only good for shooting around corners. Such actions show negligence and make SP4 Farmer liable for 
restitution. (Exhibit D—statement 
from DS maintenance saying the M16 is irreparably damaged beyond repair). 
 
Figure 5-5. DA Form 4697 (Report of Survey), block 29—example of poor writing 
 
DA Form 4697 (Report of Survey), block 26: 
I have investigated the evidence and find PVT John T. Thomas as negligent. PVT Thomas damaged his 
M16 by carelessly leaving it on an 
M113 ramp. Private Thomas admits that he laid his M16 on the tailgate of the M113 to put on his 
protective mask. By doing so, he violated 
two specific directives. Private Thomas neither followed proper masking procedure (Exhibit F, “Soldier’s 
Manual of Common Tasks,” p.37) 
nor obeyed his field SOP that “at not time will equipment be placed on the ramp of personnel carriers” 
(Exhibit G). His squad leader, SSG 
Young, attests (Exhibit C) that Private Thomas knew the SOP. 
Direct support maintenance confirms that the M16 (total cost–$433.40) is damaged beyond repair 
(Exhibit D). 
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Student Handout 9 
 

 
This student handout contains four pages extracted from TSP-158-F-0050, 
Memorandum for Decision: Example and Development Guide. 

 
 

Disclaimer:  The training developer downloaded the extracted material from the 
General Reimer Training and Doctrine Digital Library.  The text may contain passive 
voice, misspellings, grammatical errors, etc., and may not be incompliance with the 
Army Writing Style Program. 
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 STUDENT HANDOUT 9 
 

MEMORANDUM FOR DECISION:  EXAMPLE AND DEVELOPMENT GUIDE 
 
 
 The purpose of the memorandum for decision is to obtain a decision from the commander on a 
proposed course of action.  It deals primarily with facts, which support a specific recommendation.  Use 
stationary appropriate for an informal or formal memorandum.  THE FOLLOWING TEXT FORMAT IS ONE 
COMMON TO MANY ARMY ORGANIZATIONS; HOWEVER, YOU MUST CHECK WITH YOUR ORGANIZATION TO IDENTIFY 
THE TEXT FORMAT WHICH SHOULD BE USED.  See AR 25-50. 
 
OFFICE SYMBOL (MARKS #)        DATE 
 
 
MEMORANDUM THRU 
 
FOR (The decision maker) 
 
SUBJECT:  Word or Phrase Defining the Topic 
 
 
1.  For DECISION. 
 
2.  PURPOSE.  To obtain... 
 
3.  RECOMMENDATION(S).  That CDR, CAC sign memorandum at TAB___ 
 
     APPROVED__________ DISAPPROVED__________ SEE ME__________ 
 
4.  BACKGROUND AND DISCUSSION. 
 
 a. 
 
 b. 
 
5.  IMPACT. 
 

6.  COORDINATION.  (Good staff work requires that you coordinate with all involved before you submit a 
decision paper.) 
 
 COMDT, USDB. CONCUR NONCONCUR____________DATE______ 
 DCOMDT, CGSC CONCUR NONCONCUR____________DATE______ 
 CDR, GARRISON: CONCUR NONCONCUR____________DATE______ 
 
7.  Point of Contact for this action is (name, agency/activity, XXXXX) 
 
 
Encls                                                                       SIGNATURE BLOCK 
1.  Document for Approval/Signature                      RANK, BRANCH 
2.  Data                                            Duty Title 
3.  Nonconcurrences 
CF: 
xxxxxxxxxxx 
 

  
NONCONCURRENCE ENCLOSURE 

 
 
FORMAT FOR STATEMENT OF NONCONCURRENCE, CONSIDERATION OF NONCONCURRENCE, 

OR CONCURRENCE WITH COMMENT 



SH-9-3 

 
A statement on plain bond paper headed as above.  Specifically address the points in the 
recommendation with which you disagree, offering whenever possible an alternative, constructive 
recommendation.  The action officer receiving this nonoccurrence makes it part of the final document and 
adds to it a further comment below or on a following sheet. 
 
 
 
OFFICE SYMBOL (MARKS #)       DATE 
 
 

STATEMENT OF NONCONCURRENCE 
 

SUBJECT: 
 
 
1. 
 
2. 
 
3. 
 
4.  Point of contact for this action is (name, agency/activity, xxx) 
 
 
 SIGNATURE BLOCK 
 RANK, BRANCH 
 Duty Title 
 
 
NOTE:  Use this format for Statement of Nonconcurrence, Consideration of Nonconcurrence, or 
Concurrence with Comment.  Use the appropriate title for the appropriate statement. 
 
Try to resolve disagreement before formal staffing.  If the disagreement remains, you have two options: 
 
 (1)  Modify the statement or issue to satisfy the nonconcurrence.  In that case, you can note the 
compromise in this paragraph, but be sure to coordinate beforehand with the nonconcurring officer. 
 
 (2)  You can continue to disagree, spelling out in this paragraph your reasons for pursuing the 
issue unmodified.  If you need more space, put your “consideration of nonconcurrence” on a separate 
page. 
 



SH-9-4 

DEVELOPMENT OF A MEMORANDUM FOR DECISION 
THE STEPS IN THE WRITING  

PROCESS 
 

 
 

HYPOTHETICAL STAFF ACTION 
 
 IDENTIFY SITUATION:   The brigade commander is concerned over the number of 
deadlined vehicles in the battalion rising significantly over the past three months.  He wants 
you to prepare a decision paper with recommendations for solving the problems you identify. 

 
STEPS IN DEVELOPING THE MEMORANDUM 

1.  RESEARCH 
 
  a.  Conduct the required research. 
 
  b.  Determine  the  purpose  of  the  memorandum.   The purpose of the 
memorandum for the above situation is “to recommend solutions to reduce for the number of 
deadlined vehicles in the battalion.”  Remember that your requirement is to identify the 
problems and make recommendations for solution on the problems. 
 
 c.  Determine your audience.   In this situation your audience is the brigade commander. 
 
2.  PLAN 
 
 a  Produce a trial controlling idea.  A trial controlling idea for this situation could be “Various 
 maintenance problems have caused the number of deadlined vehicles to rise significantly 
over the past three months.” 
 
   b.  Place the information from the outline into the sample memorandum for decision format. 
 
   c.  Develop a rough outline. 
 
3.  DEVELOP A DRAFT 
 
    Develop verbal supports, as appropriate.  (These may be enclosures.) 
 a.  Explain PMCS (definition). 
 b.  Use a particular deadlined vehicle as an example. 
 c.  Use a motor sergeant’s quotation. 
 d.  Use a bar graph to display the number of deadlined vehicles for each month 
during the past year. 
 e. Restate the problems with training motor sergeants.      
 
4.  REVISE THE DRAFT. 
 
5.  PROOF THE FINAL DRAFT. 
 

 



SH-9-5 

 
SAMPLE MEMORANDUM FOR DECISION  

 
OFFICE SYMBOL  (MARKS#)                                                                                   DATE 
 
MEMORANDUM THRU Commander, XX Battalion, Fort Somewhere, US 0000 
 
FOR Commander, XX MP Brigade, Fort Somewhere, US 00000 
 
SUBJECT:  Vehicle Maintenance Problems 
 
 
1.  FOR DECISION: 
 
2.  PURPOSE:  To obtain the CDR, XX MP Brigade approval for the vehicle maintenance problem 
solutions at TAB. 
 
3.  RECOMMENDATION:  That the CDR, XX MP Brigade sign the memorandum at TAB. 
 
4.  BACKGROUND AND DISCUSSION:   
 
     a.  BACKGROUND.  The number of deadlined vehicles in the battalion has risen significantly over 
the past three months. At enclosure is a bar graph displaying the number of deadlined vehicles for 
each month during the past year. The cause of the problem  is inexperienced motor sergeants. 
 
       b.  FACTS.   
 
            (1)  Motor sergeants are unfamiliar with the correct supply procedures.  The necessary parts 
are available through the Army inventory system but requests for parts are lost or misplaced in the 
company motor shops.  For example, vehicle #345 has been deadlined for over two months.  This 
vehicle needs a water pump.  The motor sergeant submitted three separate requests for this part 
which were never forwarded from the motor shop.  
 
           (2)  The motor sergeants are not supervising the required services.  Drivers and supervisors 
are performing the Preventive Maintenance Checks and Services (PMCS) which are basic required 
services.  Records reflect that the daily driver’s maintenance is conducted on a timely basis but the 
motor shops are not providing their required services. 
 
           (3)  The supervisors of the motor sergeants are unable to account for the on duty-time of the 
motor sergeants.  The supervisors do not have a time schedule system which breaks out the training, 
maintenance, CTT training, driver’s time, or mechanic’s training.  One motor sergeant stated that he 
works 60 hours a week in the motor pool primarily performing duties as a mechanic. 
 
          (4)  The average length of time maintenance personnel are assigned to the motor pool is six 
months.  All mechanics have less than one year of experience in the military.  Each company has 
less than 50% of their authorized personnel.  
 
5.  IMPACT:  The procedures outlined in TAB will correct the identified deficiencies. 
 
6.  COORDINATION. 
 
     CDR, GARRISON:  CONCUR        NONCONCUR______            DATE__________ 
 
7.  The Point of Contact for this action is CPT Smith, xxxxxx, #####.) 
  
 
Encl                                                                               SIGNATURE BLOCK 
Maintenance proposal                                                   RANK, BRANCH 

                                                                                             DUTY TITLE 
      CF:   
CofS, XXXX 
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D-1 

 HANDOUTS FOR LESSON 1:  L433 version 1 
 
Terminal Learning Objective 
 
 HANDOUT 1, ADVANCE SHEET 
                          HANDOUT 2, EXTRACT FROM AR 623-205 
 



 

SH-1-1 

STUDENT HANDOUT 1 
 

Advance Sheet for L433, NCO-ER--Senior Rater 
Qualifications/Responsibilities 
 

  
Overview      The Noncommissioned Officer Evaluation Reporting System (NCOERS) 

supports the Army's personnel management program and the career 
development of individual soldiers.  It has a direct impact upon an NCO's 
career.  It influences promotion, school selection, assignments, qualitative 
management, and it measures the quality of the NCO Corps.  Ultimately, 
NCO-ERs help determine the senior enlisted leadership of the Army.  With 
such an impact, it is important that NCOs understand their responsibilities not 
only to the system, but also to the soldiers they rate.  This lesson will provide 
you with a review of your responsibilities for preparing fair and correct NCO-
ERs.  It will also provide you with an understanding of your responsibilities 
as a senior rater and give you a better understanding of correlation between 
bullet comments and the ratings they justify.  

 
 

TLO The Terminal Learning Objective for this lesson is: 

Action: Prepare the senior rater’s portion of an NCO-ER. 
Conditions: As a platoon sergeant in a classroom environment, given 

AR 623-205. 
Standards: Prepared the senior rater portion of an NCO-ER IAW AR 

623-205.  
 

 
Enabling 
Learning 
Objectives 
(ELOs) 

• ELO A: Identify the senior rater qualifications for an NCO-ER 
 
• ELO B: Identify the senior rater responsibilities for an NCO-ER. 

 
 
Student 
Assignments  

Before class-- 
 
• Read SH-1 and SH-2    

 
 
Bring to Class  • SH-1 and SH-2 

• Pencil or pen and writing paper 
 

 
 
 



 

SH-2-1 

  
STUDENT HANDOUT 2 

 
Extract from AR 623-205, Noncommissioned Officer Evaluation 
Reporting System 
 

 
This Student 
Handout 
Contains  

This student handout contains 13 pages of extracted material from  
AR 623-205, Noncommissioned Officer Evaluation Reporting System. 

  
(Reading/Study) Requirement Pages 

AR 623-205 Cover page None 
Chapter 2, The Rating Chain 5 
2-5, Rules for designating the senior rater 6 
2-7, Steps for rating chain development and maintenance 7 
2-10, The senior rater 8 
Section IV, Special Evaluation Requirement  9 
Chapter 3,Evaluation Forms and Preparation 9-16 

 
  

Disclaimer:  The training developer downloaded this extract from 
http://www.usapa.army.mil.  The text may contain passive voice, 
misspellings, grammatical errors, etc., and may not be in compliance with 
the Army Writing Style Program. 
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Table 1–1
Mobilization

Policy and/or procedure Selective mobilization Partial mobilization Full mobilization Total mobilization
change

Length of rating period. No policy change. No policy change. Minimum rating period
modified by HQDA as ap-
propriate.

Minimum rating period
modified by HQDA as ap-
propriate.

Reasons for submission
of reports.

No policy change. No policy change. No policy change. No policy change.

Preparation and forward-
ing requirements.

No policy change. No policy change. Reports may be typed or
neatly printed in black
ink. Copy of report is not
required to be furnished
to the rated NCO.

Reports may be typed or
neatly printed in black ink.
A copy of the report is not
required to be furnished to
the rated NCO.

Use of Counseling
Checklist (DA Form
2166-8-1).

No policy change. No policy change. Use of Counseling
Checklist is optional.

Use of Counseling Check-
list is optional.

Appeals procedures. No policy change. No policy change. Appeals may be submit-
ted but action at HQDA
may be delayed until
post-mobilization.

Appeals may be submitted
but action at HQDA may
be delayed until post-mobi-
lization.

Filing centers. No policy change. No policy change. No policy change. Reports for all activated
components are forwarded
to USAREC.

Notes:
These policy changes do not automatically go into effect when the various stages of mobilization are declared. Messages will be released by HQDA im-
plementing these or any other policy adjustments that may be necessary.

Chapter 2
The Rating Chain

Section I
Managing the Rating Chain

2–1. Overview
This chapter governs the development of rating chains, rating chain qualifications, and special evaluation requirements.

2–2. Information
a. A rating chain is established to provide the best evaluation of an NCO’s performance and potential. A rating

chain also ties the rated NCO’s performance to a specific senior/subordinate relationship. This allows for the proper
counseling to develop the rated NCO and accomplish the mission. These purposes are best achieved within an
organization’s chain of command.

b. The evaluation of NCOs by persons not involved with their supervision is not authorized.
c. Rating chains will consist of the rater, the senior rater, and the reviewer.
d. In view of the fact that the rated NCO verifies the correctness of the rating scheme in part II of DA Form 2166-8,

the S-1 or administrative office need not maintain copies of superseded rating schemes.
e. Special rules for designating rating officials have been made to cover the death, relief, or incapacitation of a

rating official. These rules are covered in section IV of this chapter.

2–3. Rating chain
Rating chains must correspond as nearly as practicable to the chain of command and supervision within an organiza-
tion, regardless of component or geographical location. Except for ARNGUS, the rating scheme will be established by
name, given effective dates, published, and distributed to each rated NCO and each member of the chain. Any changes
to rating chains will also be published and distributed as they occur. No changes may be retroactive.

Section II
Rating Chain Development and Maintenance

2–4. Rules for designating the rater
a. The rater must be—
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(1) The immediate supervisor of the rated NCO and designated as the rater for a minimum period of 90 rated days.
(See paras 3-30, 3-32, 3-33, 4-12, and 5-12 for exceptions.)

(2) A sergeant or above and senior to the rated NCO by either pay grade or date of rank (see AR 600-20). If the
NCO is on a recommended list for promotion to one of the top three NCO grades and is serving in an authorized
position for the new grade, then he or she may rate any NCO he or she supervises, if after the rater’s promotion he or
she will be senior in pay grade or date of rank to the rated NCO. An NCO frocked to the grade of 1SG, SGM, or CSM
and serving in an authorized 1SG, SGM, or CSM position may rate any NCO he or she supervises, if after promotion
he or she will be senior to the rated NCO by either pay grade or date of rank.

b. Commanders may appoint civilian employees of DOD, GS-6 and above, as raters when an immediate military
supervisor is not available and when the civilian supervisor is in the best position to accurately evaluate the NCO’s
performance. The uniqueness of the other civilian pay scales (WG, WL, and WS) precludes the establishment of a
general Army-wide policy. Therefore, the minimum grade for civilian raters holding other than GS pay grades is
determined by local commanders. The civilian rater must be officially designated on the published rating scheme
established by the local commander. ARNGUS military technicians (32 USC 709) must also be senior in military grade
or, if the same grade, senior in date of rank, to the rated NCO.

c. Members of other U.S. military services who meet the qualifications above may be raters.
d. Members of Allied Forces are not authorized to be raters.
e. Command sergeants major (CSM) of table of organization and equipment (TOE) and table of distribution and

allowance (TDA) duty assignment units will be rated by the commander with the following exceptions, provided rater
qualifications are met:

(1) Military Community or Garrison CSM may be rated by Deputy Community Commander or Deputy Garrison
Commander.

(2) The Assistant Division Commander or the Division/Installation CSM may rate the Active Army CSMs who are
Commandants of NCO Academies. The Assistant Adjutant General Army or the State CSM may rate ARNGUS NCO
Academy Commandants.

(3) The CG, Division (Institutional Training) will determine the rating chain for USAR NCO Academy CSMs who
are commandants.

f. A rater may act as both the rater and senior rater when the rater is a general officer, officer of flag rank, or
civilian with Senior Executive Service (SES) rank and precedence (see para 2-9g).

2–5. Rules for designating the senior rater
a. The senior rater must be—
(1) In the direct line of supervision of the rated NCO and designated as the senior rater for a minimum period of 60

rated days. (See paras 3-30, 4-12, and 5-11 for exceptions.)
(2) Senior to the rater by either pay grade or date of rank. If the NCO is on a recommended list for promotion to

one of the top three NCO grades or an active Army or USAR NCO frocked to the grade of 1SG, SGM, or CSM and
serving in an authorized position for the new grade, he or she may be the senior rater for any NCO he or she
supervises if, after promotion, he or she will be senior to the rated NCO and the rater by either pay grade or date of
rank.

b. Commanders may appoint civilian employees of DOD, GS-6 and above, as senior raters when a military
supervisor is not available and when the civilian supervisor is in the best position to accurately evaluate the NCO’s
performance. The uniqueness of the other civilian pay scales (WG, WL, and WS) precludes the establishment of a
general Army-wide policy. Therefore, the minimum grade for civilian senior raters holding other than GS pay grades is
determined by local commanders. The civilian senior rater must be officially designated on the published rating scheme
established by the local commander.

c. Members of other U.S. military services who meet the qualifications above may be senior raters.
d. Members of Allied Forces are not authorized to be senior raters.
e. A rater may act as both the rater and senior rater, when the rater is a general officer, officer of flag rank, or

civilian with Senior Executive Service (SES) rank and precedence (see para 2-11h).

2–6. Rules for designating the reviewer
a. The reviewer must be a commissioned officer, warrant officer, command sergeant major, or sergeant major in the

direct line of supervision and senior in pay grade or date of rank to the senior rater. Promotable master sergeants may
serve as reviewers, provided they are working in an authorized CSM or SGM position.

b. No minimum time period is required for reviewer qualification.
c. Commanders may appoint officers of other U.S. military services or civilian employees of DOD, GS-9 and above,

or other civilian pay scales as determined by the commander, as reviewers when—
(1) The grade and line-of-supervision requirements are met.
(2) Either the rater or senior rater is a uniformed Army official.
d. In cases where both the rater and senior rater are other than uniformed Army rating officials (excluding those
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described in paragraph 2-6f), and no uniformed Army reviewer is available, the report will be reviewed by a uniformed
Army officer in the rated NCO’s PSB or unit administrative office. As an exception, this officer is not required to be
senior to the rater or senior rater.

e. Members of Allied Forces are not authorized to be reviewers.
f. When the rater or senior rater is a general officer, officer of flag rank, or civilian with Senior Executive Service

(SES) rank and precedence, that official will also act as reviewer (see para 2-13e). Also, general/flag rank officers and
SES civilians serving with any branch of the U.S. Armed Forces may be appointed as reviewers when the rater and
senior rater are other than uniformed Army rating officials.

2–7. Steps for rating chain development and maintenance
The steps for developing and maintaining a rating scheme are found in table 2-1.

Table 2–1
Rating chain development and maintenance

Step Work center Action required

1 BNS1 Coordinate with commander, establish by name rating chain for NCOs assigned, attached,
TDY, or on special duty to the unit. Identify all rating officials for each rated NCO. Include the
date that each rating official was designated.

2 BNS1 Forward draft copy of rating chain to subordinate units for review and edit.

3 UNIT Review for accuracy of information and provide suggested corrections/changes as necessary.

4 BNS1 In coordination with the commander, prepare final rating chain document.

5 BNS1 Commander authenticates rating chain. Chain is published showing the effective date; copy is
provided to each rated NCO and rating official.

6 BNS1 Forward copy of published rating chain to supporting S-1 or administrative office.

7 BNS1 Annotate changes to rating scheme as they occur. Publish authenticated revisions, with effec-
tive date, as necessary. Provide copies to each rated NCO, rating official, and the supporting S-
1 or administrative office.

Section III
Rating Chain Members and Program Responsibilities

2–8. The rater
a. The rater is the person in the rating chain who—
(1) Is most familiar with the day-to-day performance of the rated NCO.
(2) Most directly guides the rated NCO’s participation in the organization’s mission.
(3) Has been designated and has served in that capacity for at least 90 rated days.
b. Exceptions to this policy are provided in paragraphs 3-30 and 3-33.

2–9. Program responsibilities of the rater
The rater’s primary role is that of evaluation, focusing on performance and performance counseling. The rater will—

a. Counsel the rated NCO on his or her duty performance and professional development throughout the rating
period; and define and discuss the duty description for part III of the NCO-ER with the rated NCO during these
sessions. At a minimum, the rated NCO will be counseled within the first 30 days of each rating period and quarterly
thereafter, or semiannually for ARNGUS and USAR NCOs in inactive duty training (IDT) status. Corporals and
sergeants will be counseled within the first 30 days of the effective date of lateral appointment to corporal or
promotion to sergeant. The DA Form 2166-8-1 is mandatory for use by the rater when counseling NCOs, CPL through
CSM.

b. Prepare a separate DA Form 2166-8-1 for each rated NCO. Use the form together with a working copy of the
NCO-ER for conducting performance counseling. The DA Form 2166-8-1 is maintained by the rater until after the
NCO-ER for that period has been approved and submitted to USAEREC; CNGB; state AG; or CDR, AR-PERSCOM.
For corporals, who will not receive a record NCO-ER, the rater will maintain the checklist for one year. There is no
regulatory requirement to keep the DA Form 2166-8-1 beyond these periods. Nonetheless, in some cases, keeping it for
possible future use to support personnel actions may be appropriate.

c. Assess the performance of the rated NCO, using all reasonable means (see para 3-2).
d. Prepare a fair, correct report evaluating the NCO’s duty performance, values/NCO responsibilities, and potential.
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e. Verify parts I and II and enter the Army physical fitness test (APFT) and height and weight result entries in part
IVc of the NCO-ER.

f. Date and sign the report in part IIa.
g. Sign part IIb and d when also serving as senior rater and reviewer per paragraphs 2-5e and 2-6f.

2–10. The senior rater
a. The senior rater uses his or her position and experience to evaluate the rated NCO from a broad organizational

perspective. His or her evaluation is the link between the day-to-day observation of the rated NCO’s performance by
the rater and the longer-term evaluation of the rated NCO’s potential by DA selection boards.

b. Normally, to evaluate an NCO, the senior rater must be designated and serve in that capacity for at least 60 rated
days. The exception to this policy is a Relief-for-Cause Report (see para 3-30).

2–11. Program responsibilities of the senior rater
The senior rater’s role is primarily to evaluate potential, over-watch the performance evaluation, and mentor subordi-
nates. The senior rater will—

a. Use all reasonable means to become familiar with the rated NCO’s performance throughout the rating period.
b. Prepare a fair, correct report evaluating the NCO’s duty performance, professionalism, and potential.
c. Date and sign the report in part IIb.
d. Obtain the rated NCO’s signature in part II of the NCO-ER; ensure the rated NCO is aware that his or her

signature does not constitute agreement or disagreement with the evaluations of the rater and senior rater. The rated
NCO’s signature indicates that he or she has seen the completed report (except parts II d and e), has verified that the
administrative data (part I) is correct, the rating officials are proper (part II), and the duty description is accurate (part
III) and includes the counseling dates. When counseling dates are omitted, the senior rater will enter a statement in part
Ve, explaining why counseling was not accomplished. The rated NCO’s signature also verifies that the APFT and
height/weight entries are correct (part IVc) and shows awareness of the appeals process contained in chapter 6. If the
NCO refuses to sign the report or is unavailable to sign the report, enter the appropriate statement “NCO refuses to
sign” or “NCO is not available for signature” in part IIc.

e. Ensure the specific bullet examples support the appropriate ratings in part IVb-f.
f. Ensure the bullet “senior rater does not meet minimum qualifications” is entered in part Ve when the senior rater

does not meet the minimum time requirement.
g. Not render an evaluation in part Vc or d when the minimum time requirement is not met.
h. Sign part IId when also serving as reviewer.
i. Not direct the rater to change an evaluation that he or she believes to be honest.

2–12. The reviewer
The reviewer is responsible for rating safeguard over-watch. He or she may comment only when in disagreement with
the rater and/or senior rater.

2–13. Program responsibilities of the reviewer
The reviewer will—

a. Ensure that the proper rater and senior rater complete the report.
b. Examine the evaluations rendered by the rater and senior rater to ensure they are clear, consistent, and just, in

accordance with known facts. Special care must be taken to ensure the specific bullet comments support the appropriate
excellence, success, or needs improvement ratings in part IVb-f (see para 3-10 for definitions).

c. Indicate concurrence or nonconcurrence with rater and/or senior rater by annotating the appropriate box with a
typewritten or handwritten “X” in part II and adding an enclosure (not to exceed one page), when the nonconcurrence
box is marked (see para 3-14).

(1) When the reviewer determines that the rater and or senior rater have not evaluated the rated NCO in a clear,
consistent or just manner based on known facts, the reviewer’s first responsibility is to consult with one or both rating
officials to determine the basis for the apparent discrepancy.

(a) If the rater and/or senior rater acknowledge the discrepancy and revise the NCO-ER so that the reviewer agrees
with the evaluation, then the reviewer checks the concur box in part II.

(b) If the rater and/or senior rater fail to acknowledge a discrepancy and indicate that the evaluation is their honest
opinion, the reviewer checks the nonconcur box in part II. The reviewer then adds an enclosure that clarifies the
situation and renders his or her opinion regarding the rated NCO’s performance and potential.

(c) The reviewer may not direct that the rater and/or senior rater change an evaluation believed to be honest.
(d) In cases where neither the rater nor the senior rater is an NCO, the reviewer may find it useful to get additional

informal input from the senior NCO subordinate to the reviewer.
(2) The reviewer’s enclosure is submitted in the format shown at figure 3-8 and is limited to one page. The reviewer
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will notify the rating chain and rated NCO of nonconcurrence with the report. This ensures the rating chain and rated
NCO have been informed of the completed report and may allow for a possible request for a Commander’s Inquiry or
appeal if desired.

(3) The reviewer’s enclosure is not to be used as a third reworded agreement with evaluations by the rater and
senior rater.

d. Date and enter his/her signature in part IId and forward the report (for enclosure policy, see para 3-24) to officers
listed below:

(1) PSB for Active Army, ARNGUS title 10 AGR, and USAR-AGR NCOs.
(2) Appropriate ARNGUS personnel officer for ARNGUS and ARNGUS title 32 AGR NCOs.
(3) USAR unit personnel officer for USAR unit NCOs.
(4) Address shown in appendix B-1c for Individual Mobilization Augmentee (IMA) and Individual Ready Reserve

(IRR) NCOs.
e. Sign parts IIa, b, and d when serving as rater, senior rater, and reviewer.

Section IV
Special Evaluation Requirements

2–14. Loss of a rating chain official
Special rules apply when a rating chain official is unable to render an evaluation on the rated NCO. These situations
occur when a rating official dies, is suspended, relieved, reduced, absent without leave (AWOL), declared missing, or
becomes incapacitated to such an extent that the reviewer, on the advice of medical authorities, believes he or she is
unable to submit an accurate evaluation. When a rating official is relieved, reduced, AWOL, or incapacitated, he or she
will not be permitted to evaluate his or her subordinates.

2–15. Applicable rules after loss of a rating chain official
The following rules apply to the situations described in paragraph 2–14 above:

a. The removal of the senior rater or reviewer from the rating chain is treated as a routine change. A new rating
official is designated, and may participate in the evaluation after completing the required minimum time in position.

b. When the rater or senior rater is suspended, the suspended time will be counted as non-rated time.
c. When the rater is removed from the rating chain, it must be determined whether the minimum rating period for an

evaluation report has been met.
(1) If the minimum rating period (90 rated days) has not been met, the period is non-rated and a new rater is

designated.
(2) If the minimum rating period (90 rated days) has been met, the senior rater will perform the rater’s functions

provided rater qualifications are met. The senior rater will serve as both the rater and senior rater and the senior rater’s
information will be entered into part IIa and b.

(3) When the senior rater performs the functions of the rater, the rated period of the report will be the period the
senior rater has been in the rating chain.

Chapter 3
Evaluation Forms and Preparation

Section I
The Evaluation Process

3–1. Overview
This chapter governs evaluation principles, forms, preparation, and submission of evaluation reports. Special require-
ments for Army National Guard of the United States and U.S. Army Reserve NCOs can be found in chapters 4 and 5,
respectively. Throughout this chapter, there are references to various figures to use as examples. Additionally, there are
several examples given in figures 3-9 through 3-20 to provide assistance/guidance in requesting preparation of NCO-
ERs, submitting completed NCO-ERs, and correction of NCO-ERs. These are samples only. The actual content/
wording of memorandums may vary depending on the organization and/or circumstances.

3–2. Evaluation principles
a. Reports will not be submitted unless authorized by this regulation or directed by HQDA.
b. Reports are submitted on all NCOs in the grade of SGT through CSM. Reports are not required but optional for

CSMs serving in three and four star nominative positions, except for Relief-for-Cause Reports. When CSMs serving in
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three or four star nominative positions are reassigned to other duties and no report has been submitted, that time will be
considered nonrated and will appear on the next report submitted upon reassignment from those duties.

c. There are two types of reports: mandatory and optional. They are further divided into those with a 90-day
minimum rating period and those with other than a 90-day requirement. To determine if an NCO meets the minimum
rating-day requirements set by this chapter, nonrated periods occurring during the rating period must be deducted from
the total number of days he or she has served in the same position under the same rater during the same rating period.
Mandatory reports take precedence over optional reports. The event requiring a report determines the type of report.

d. Rating officials directly affect a rated NCO’s performance and professional development. Thus, these officials
must ensure that the rated NCO thoroughly understands the organization, its mission, his or her role in support of the
mission, and all of the standards (values/NCO responsibilities) by which performance will be judged.

e. To render an objective evaluation, rating officials must use all opportunities to observe and gather information on
the rated NCO’s performance.

f. Rating officials must prepare complete, accurate, and fully-considered evaluation reports. This responsibility is
vital to the long-range success of the Army’s missions. With due regard to the NCO’s current grade, experience, and
military schooling, evaluations should cover failures as well as achievements. However, evaluations will not normally
be based on isolated minor incidents.

g. Rating officials have a responsibility to balance their obligations to the rated NCO with their obligations to the
Army. Rating officials must make honest, fair evaluations of the NCOs under their supervision. On the one hand, they
must give full credit to the rated NCO for his or her achievements and potential. On the other hand, rating officials are
obligated to the NCO and the Army to be honest in their evaluations. Selection boards and career managers need
balanced evaluations in order to make intelligent decisions.

3–3. Evaluation forms
There are two forms used in the evaluation process: DA Form 2166-8-1 and DA Form 2166-8. The rater uses DA Form
2166-8-1 as a guide to prepare, conduct, and record performance counseling sessions with the rated NCO. The rating
chain uses DA Form 2166-8 to record the performance evaluation of the rated NCO (see figures 3-1 and 3-2).

Section II
DA Form 2166-8-1 (NCO Counseling Checklist/Record)

3–4. Purpose and process
a. Samples. See figures 3-3 through 3-6 for samples of the form.
b. Purpose. Contribute to Army-wide improved performance and professional development by increased emphasis

on performance counseling. The rater uses DA Form 2166-8-1, along with a working copy of the NCO-ER, to prepare
for, conduct, and record results of performance counseling with the rated NCO. Its use is mandatory for counseling all
NCOs, CPL through CSM. The purpose of the checklist is to improve performance counseling by providing structure
and discipline to the process.

c. Process.
(1) Within the first 30 days of the rating period, effective date of lateral appointment to corporal, or promotion to

sergeant, the rater will conduct the first counseling session with the rated NCO (except for IRR and IMA NCOs
completing more than 11 consecutive days on annual training (AT), active duty for training (ADT), active duty for
special work (ADSW), or temporary tour of active duty (TTAD)). This counseling session is somewhat different from
later counseling sessions in that the primary focus is on communicating performance standards to the rated NCO. It
should specifically let the rated NCO know what is expected during the rating period. The DA Form 2166-8-1 provides
examples, definitions, and step-by-step assistance to the rater for preparing and communicating performance standards
and directions to the rated NCO. Specifically, the rater shows the rated NCO the rating chain and a complete duty
description, discusses the meaning of the values and responsibilities contained on the NCO-ER, and explains the
standards for success. Before the rated NCO departs the counseling session, the rater records key points discussed and
obtains the rated NCO’s initials on page 2 of the DA Form 2166-8-1.

(2) The rater will conduct later counseling sessions during the rating period. Counseling sessions will be conducted
at least quarterly for Active Army and AGR NCOs and at least semiannually for ARNGUS and USAR NCOs
performing IDT. These counseling sessions differ from the first counseling session in that the primary focus is on
telling the rated NCO how well he or she is doing. The DA Form 2166-8-1 provides step-by-step assistance to the
rater. Specifically, the rater updates the duty description, and based on observed action and demonstrated behavior and
results, discusses what was done well and what could be done better. The guide for this discussion is the success
standards established in the previous counseling session. Prior to the conclusion of the counseling session, the rater
records key points discussed and obtains the rated NCO’s initials on page 2 of the DA Form 2166-8-1.

(3) The rater will maintain one DA Form 2166-8-1 for each rated NCO until after the NCO-ER for that period has
been approved and submitted to USAEREC; CNGB; State AG; or CDR, AR-PERSCOM. For corporals, who do not
receive a record NCO-ER, the checklist will be maintained for one year. There is no regulatory requirement to keep the
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DA Form 2166-8-1 beyond this time. However, in some cases keeping it for possible future use to support personnel
actions may be appropriate.

3–5. The communication process
a. Face-to-face performance counseling between the rater and the rated NCO is accomplished in order to improve or

maintain performance and professionally develop the rated NCO. It is the process by which the rater develops and
communicates performance standards to the rated NCO at the beginning of the rating period. The rater should also
conduct additional performance counseling during the rating period by providing the rated NCO with feedback
regarding his or her progress in meeting the goals established at the beginning of the rating period.

b. The goal of performance counseling is to get all NCOs to be successful and meet or exceed standards; therefore,
the best counseling is always looking forward. Counseling does not dwell on the past and what was done, but rather on
the future and what can be done better.

c. Face-to-face performance counseling is mandatory for all noncommissioned officers. The initial counseling will
be accomplished within the first 30 days of the rating period and additional counseling will be conducted at least
quarterly (every 3 months) thereafter. ARNGUS and USAR NCOs in IDT status will be counseled at least twice a
year. (See para 5-9 for special IRR and IMA counseling procedures.)

d. Several items have been identified as Army-wide areas of special interest. When applicable, the rater should
include in the counseling session with the rated NCO these special interest items. These will be used in the overall
assessment of performance on the NCO-ER. Areas identified for Army-wide emphasis are listed below. This list is not
all inclusive; commanders may establish their own special interest items and performance objectives.

(1) Civilian position management (AR 690-500).
(2) Internal control system (AR 11-2).
(3) Audits (AR 36-2).
(4) Safety (AR 385-10).
(5) Contracting and acquisition (DODD 5000.52-M).
(6) Information Security Program (AR 380-19). Rating officials will consider and may evaluate the rated NCO’s

discharge of any assigned security responsibilities. Rating officials will comment on any action, behavior, or condition
that would constitute a reportable matter under Army security regulations and indicate if an appropriate report has been
made.

(7) Property accountability-unit (supply update handbook).
(8) Personnel management responsibility for Army civilian employees (AR 10-20).
e. Rating officials will consider and use FM 22-100 with the appropriate NCO Values and Responsibilities (pages 3

and 4 of DA Form 2166-8-1 and part IV of DA Form 2166-8) when conducting performance counseling sessions.

Section III
DA Form 2166-8 (Noncommissioned Officer Evaluation Report)

3–6. Purpose and use
a. Sample. See figures 3-1 and 3-2 for a sample of the form.
b. Purpose.
(1) Rating chain members use the DA Form 2166-8 (NCO-ER) to provide DA with performance and potential

assessments of each rated NCO.
(2) The DA Form 2166-8 also provides evaluation information to ensure that sound personnel management deci-

sions can be made and that an NCO’s potential can be fully developed.

3–7. Part I, Administrative Data
a. Part I is for administrative data, which includes identifying the rated NCO, the period of the report, and the

reason for submitting the report.
b. The battalion S-1 or administrative office is responsible for completing part I. The rater will verify the data in

part I with the rated NCO and notify the battalion S-1, administrative office, or RC personnel officer of any errors.
c. The following is an explanation for use in computing the rating period and nonrated periods.
(1) The minimum authorized period for an NCO-ER is 90 rated days (February is considered as having 30 days)

except for Relief-for-Cause, Senior Rater Option, and Sixty-Day Option Reports (see paras 3-32, 3-34, and 3-35).
(2) Once a report has been submitted, NCO-ERs will show a continuous record for each month and year unless a

break in the NCO status occurs, or there is a break created when a CSM who was serving in a three- or four-star
nominative position returns to other duties. Academic Evaluation Reports (AER) received by SGT through CSM for
service schools involving a PCS of 20 weeks or longer will count in the continuity of rating periods as an NCO-ER
would.
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(3) Nonrated periods are determined by the status of the rated NCO. They are described in table 3-3 and will not be
counted toward a rating period or rater/senior rater qualification (see chap 2).

(4) Periods of attendance at military or civilian schools that represent a TDY, SD, or permanent change of station
(PCS) of less than 20 weeks will be nonrated. The period of attendance for these categories, whether or not the NCO
receives an Academic Evaluation Report (AER) as described in AR 623-1, paragraph 1-1, will be included in the
nonrated months recorded in the next NCO-ER.

(5) A break in the NCO’s status (to include reduction below the rank of SGT) of 12 months or less, will be included
as nonrated months and recorded on the next NCO-ER (provided a previous NCO-ER was completed). For a break in
the NCO’s status (to include reduction below the rank of SGT) of more than 12 months, the beginning month of the
next NCO-ER will be the month the NCO returns to active duty, reverts to NCO status, or regains the rank (effective
date) of SGT or above.

(6) A temporary disability retired list (TDRL) status of any duration-the beginning month of the next NCO-ER will
be the month that the NCO returns to active duty from the TDRL.

(7) Periods of leave are rated, except as indicated in table 3-3, reason codes I and P.
(8) The number of nonrated months is computed by determining the total nonrated days in the report period and

converting them to nonrated months by using table 3-4.
d. With the exception of part IId and e, all of the following blocks must be completed before sending the report to

the rated NCO for authentication.
(1) Part Ia and part Ib. Self-explanatory. Name will be capitalized.
(2) Part Ic. Enter the three-letter abbreviation for the NCO’s military rank, not pay grade (for example, SSG, SFC).

If the rated NCO is frocked to 1SG, SGM, or CSM, enter the rank, date of rank, and PMOSC held prior to the frocking
action. However, in addition to the NCO’s rank in part Ic, enter the appropriate frocked rank in parentheses
immediately following the rank entry. The entries are SFC(1SG), MSG(SGM), or MSG(CSM).

(3) Part Id. Enter the rated NCO’s date of rank (for example, 990613). If the rated NCO is frocked enter the date of
rank for the rank held prior to the frocking action.

(4) Part Ie. Enter up to nine digits of the primary military occupational specialty (MOS) code (for example, 19E30,
75H5MA3, and 18Z5PW9LA). If an NCO does not possess an additional skill identifier or language identifier, only a
five digit MOS is entered.

(5) Part If. Enter data in the order listed on the form (for example, HHC, 1st Engr Bn, Fort Riley, KS 66442 FC).
When an NCO-ER is completed on an NCO at a temporary duty/special duty (TDY/SD) unit (see para 3-31), the TDY/
SD unit information may be entered in parentheses in part If after the required parent unit data if space permits. If not,
the TDY/SD unit data may be reflected in part IIIc. In addition—

(a) For ARNGUS enter the 3 character SIDPERS state unit code (SUC) or payroll number (PRN).
(b) For ARNGUS and USAR enter the unit identification code (UIC) of the unit by which the NCO is evaluated.
(c) For USAR enter the NCO’s status code as follows:
1. “TPU” for an NCO assigned to a TPU.
2. “AGR” for an NCO serving an AGR status.
3. “IRR” for an NCO assigned to the IRR.
4. “IMA” for an NCO assigned to an IMA position.
(d) USAR must include the appropriate Major United States Army Reserve Command/United States Army Reserve

General Officer Command (MUSARC/GOCOM) (for example, 81st RSC, 104th Div (IT), 143d TRANSCOM, and so
forth).

(6) Part Ig. Enter the appropriate report code (shown in table 3-1) in the left-hand portion of the block and the type
of report title in the right-hand portion of the block.

(7) Part Ih.
(a) FROM date. Enter the beginning date in the boxes, using a four-digit numerical identifier for year and a two-

digit numerical identifier for month (for example, 2001 12). The beginning month is always the month following the
ending month of the last report, except for reports rendered in the following situations:

1. Active Army. An NCO’s first report period (see para 3-7) begins on the effective date of promotion to sergeant,
reversion to NCO status after serving as a commissioned or warrant officer for 12 months or more, or reentry on active
duty after a break in service of 12 months or more, or the date of the ABCMR memorandum that approves
reinstatement of a promotion.

2. ARNGUS. The initial report period will begin on the effective month of promotion to sergeant or the effective
month assigned/attached to a unit, whichever occurs later.

3. USAR-AGR. An NCO’s first report period begins on the effective date of promotion to sergeant or the effective
month ordered to AGR status, whichever occurs later.

4. USAR TPU. The first report period will begin on the effective date of promotion to sergeant or the effective
month assigned/attached to a troop program unit (TPU), whichever occurs later.

5. IRR, IMA, or ING. Based on paragraphs 4-10 and 5-9 report periods will begin with the month that the NCO
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performs annual training (AT), active duty for training (ADT), active duty for special work (ADSW), full-time
National Guard duty (FTNGD), temporary tour of active duty (TTAD), or period of extended active duty (EAD).

(b) THRU date. Enter the ending date in the same manner as the beginning date (for example, 2002 06). The ending
month is always the month of the event generating the report, regardless of when the event occurs during that month
(for example, 1st day, 10th day, or 28th day). Enter the same THRU date in the header of page two of the NCO-ER in
the same format (2002 06). The THRU date upon retirement/separation is the month the NCO starts transition leave/
out-processing.

(8) Part Ii. Compute the number of rated months as shown in table 3-2.
(9) Part Ij. Enter the appropriate codes from table 3-3. If there were no nonrated periods, leave blank. Entries in

parts Ii and j are not required for ARNGUS, USAR, IRR, and IMA soldiers not on active duty.
(10) Part Ik. Enter the number of authorized enclosures, if any, that are being attached and forwarded with the

completed NCO-ER.
(11) Part Il. Enter either a typewritten or handwritten (using black ink) “X” and six digit date (for example,

020429). For ARNGUS title 10 AGR, enter the six character abbreviation of the parent state to which assigned (for
example, NHARNGUS) to ensure the copy will be forwarded (see para 1-4b(1)(j)).

(12) Part Im. Enter the handwritten PSB/RC representative’s initials, using black ink. (See para 3-36, for specific
responsibilities.)

(13) Part In. Identify the rated NCO’s major command (MACOM) by entering the two-character command
assignment code (see AR 680-29). Leave blank for ARNGUS NCOs not on title 10 AGR tours, unless directed by the
State AG. USAR TPUs will enter the two character command assignment code found in ADSM 18-P19-GRA-IBM-
UM, 30 April 97 (AR-PERSCOM Automated Data Systems Manual, SIDPERS-USAR Users Manual, part I, attach-
ment 4, Data Reference Guide).

(14) Part Io. Enter the four position alphanumeric PSB code. RC personnel officer will leave this block blank.

3–8. Part II, Authentication
a. Part II is for authentication by the rated NCO and rating officials after they have completed their portions of the

form at the end of the rating period.
b. Restrictions on signature dates are in section V of this chapter. Reports will be dated by the rating officials and

rated NCO when signed and prior to forwarding to the PSB, RC personnel officer, or battalion S1. Rated NCOs and
rating officials should not sign blank NCO-ER forms.

c. Detailed instructions for this part are as follows:
(1) Parts IIa, b, and d. Self-explanatory.
(2) Part IIc.
(a) The rater will verify parts I and II, and the APFT and height/weight entries with the rated NCO.
(b) The senior rater will obtain the rated NCO’s signature or enter the appropriate statement “NCO refuses to sign”

or “NCO unavailable for signature.”
(c) The rated NCO’s signature verifies the following: That he or she has seen the completed report (except part IId

and e), the administrative data (part I) is correct (except part Ik through o), the rating officials are proper (part II), the
duty description is accurate (part III) and includes the counseling dates, the APFT and height/weight entries are correct
(part IVc), and that the rated NCO is aware of the appeals process. It is important that rated NCOs and rating officials
clearly understand that the rated NCO’s signature does not constitute agreement or disagreement with the evaluations
of the rater and/or senior rater.

(3) Part IId. The reviewer has overall responsibility for ensuring the timely submission of an accurate DA Form
2166-8 in accordance with controls established by the commander.

(4) Part IIe. Reviewer places a typewritten or handwritten (in black ink) “X” in the appropriate block, indicating
concurrence or nonconcurrence. NOTE: Nonconcurrence enclosure is mandatory (see para 3-14). Enclosures will not be
used to add an additional concurrence to the report. The reviewer will ensure the rated NCO is provided a copy of the
nonconcurrence enclosure.

(5) Part IIa, b, and d. The rank portion of part II, a, b, and d will contain the appropriate three letter Army rank
abbreviation (not pay grade) unless the official is a promotable master sergeant occupying a sergeant major position,
and acting as a reviewer, in which case enter MSG(P) (Active and USAR only). For rating officials who have been
frocked, enter the three letters frocked rank (for example, COL). For rating officials who are not U.S. Army officers/
NCOs, in addition to their rank, enter their pay grade and branch of service. For example, an U.S. Navy captain would
be entered as CAPT/06 USN; an USMC gunnery sergeant would be entered as GYSGT/E7 USMC. A civil service
official would be entered as GS- or GM- (6-15). For members of the Senior Executive Service, “SES” will be entered
in lieu of a grade. Additionally, enter the appropriate PMOS for NCOs, MOS for warrant officers, or branch for
commissioned officers. For officers detailed to GS, NGB or IG, enter the detail designation followed by the basic
branch in parentheses such as GS (MP).
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3–9. Part III, Duty Description
a. Duty description. Part III provides for the duty description of the rated NCO. It is the responsibility of the rating

officials to ensure the duty description information is factually correct. The duty description—
(1) Is entered by the rater and verified with the rated NCO.
(2) Is an outline of the normal requirements of the specific duty position.
(3) Should show type of work required rather than frequently changing tasks.
(4) Is essential to performance counseling and evaluation. It is used during the first counseling session to tell the

rated NCO what the duties are and what needs to be emphasized.
(5) May be updated during the rating period.
(6) Is used at the end of the rating period to record what was important about the duties.
b. Detailed instructions.
(1) Principal duty title. Enter principal duty title that most accurately reflects actual duties performed.
(2) Duty MOS code. Enter the enlisted DMOS (at least five characters but no more than nine). In cases where the

rated NCO is filling an officer position, enter the enlisted MOS that best matches the officer position.
(3) Daily duties and scope. Daily duties and scope must be a series of phrases, starting with action words and

separated by semicolons. This portion should address the most important routine duties and responsibilities. Ideally,
this should include the number of people supervised, equipment, facilities, and dollars involved and any other routine
duties and responsibilities critical to mission accomplishment.

(4) Areas of special emphasis. Areas of special emphasis/appointed duties must be a list of tasks/duties separated by
semicolons. This portion is most likely to change during the rating period. It should include the most important items
that applied at any time during the rating period. (See fig 3-4 for details: DA Form 2166-8-1.)

(5) Appointed duties. This portion should include those duties that are appointed and are not normally associated
with the duty description.

(6) Counseling dates. Enter the actual dates of the counseling (for example, 021021) obtained from the DA Form
2166-8-1. The absence of counseling will not be used as the sole basis for an appeal. However, the lack of counseling
may be used to help support other claims made in an appeal.

c. Readiness NCO or training NCO. For ARNGUS AGR soldiers assigned as readiness NCO or training NCO, enter
both the NCO’s TOE or TDA assignment and the full-time support titles such as Chief or Firing Battery/Readiness
NCO. Include a mix of both the position duties and the full-time support duties in part IIIc, d, and e.

3–10. Part IV, Army Values/NCO Responsibilities
a. Part IV of DA Form 2166-8. Part IV of DA Form 2166-8 is completed by the rater, including the Army Physical

Fitness Test (APFT) performance entry and the height and weight entry in part IVc. Part IVa contains a listing of the
Army values that define professionalism for the Army NCO. They apply across all grades, positions, and MOS. These
Army values are needed to maintain public trust and confidence as well as the qualities of leadership and management
needed to maintain an effective NCO Corps. These values are listed on the DA Form 2166-8 to emphasize and
reinforce professionalism. They will be considered in the evaluation of the performance of all NCOs.

b. Values and NCO requirements/responsibilities. Values and NCO requirements/responsibilities are the sole focus
for evaluation of performance in part IV of the NCO-ER. Box marks (typewritten or handwritten X) and bullet
comments (rules below) are used throughout the evaluation.

c. Bullet comments. Narrative rules for part IV, bullet comments will—
(1) Be short, concise, to the point. Bullets will not be longer than two lines, preferably one; and no more than one

bullet to a line.
(2) Start with action words (verbs) or possessive pronouns (his or her); do not use the NCO’s name or the personal

pronouns he or she; should use ‘past’ tense when addressing NCO’s performance and/or contributions.
(3) Be double-spaced between bullets.
(4) Be preceded by a small letter ‘o’ to designate the start of the comment. Each bullet comment should start with a

small letter unless it’s a proper noun that is usually capitalized.
d. Values/NCO responsibilities (part IV). An NCO’s performance on commander’s evaluation (CE), common task

test (CTT), Army Physical Fitness Test (APFT), weapons qualifications, and compliance with AR 600-9 (Army Weight
Control Program standards), must be considered before completing the evaluation portion of part IV.

e. Values (part IVa). The rater will check either a ‘yes’ or ‘no’ in the values block (all check marks must be
consistent, that is, they all must be either typewritten, handwritten, or entered with a computer). Mandatory specific
bullet comments are required for all ‘no’ entries. Base each entry on whether the rated NCO ‘meets’ or ‘does not meet’
the standard for each particular value. Bullet comments are used to explain any area where rated NCO is particularly
strong or needs improvement. A list of the values and their definitions are as follows (a more detailed explanation can
be found in FM 22-100):

(1) Loyalty—Bears true faith and allegiance to the U.S. Constitution, the Army, the unit, and other soldiers.
(2) Duty—Fulfills their obligations.
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(3) Respect—Treats people with dignity and respect.
(4) Selfless service—Puts the welfare of the nation, the Army, and subordinates before their own.
(5) Honor—Lives up to all the Army values.
(6) Integrity—Does what’s right, legally and morally.
(7) Personal courage—Faces fear, danger, or adversity (physical or moral).
f. Listing of NCO values/responsibilities. NCO values/responsibilities are listed below. Definitions of these are

provided in the glossary.
(1) Values.
(2) Competence.
(3) Physical fitness and military bearing.
(4) Leadership.
(5) Training.
(6) Responsibility and accountability.
g. Responsibilities (part IVb through f).
(1) Rater indicates the level of performance (excellence, success, or needs improvement) for each responsibility by

placing a typewritten or handwritten (in black ink) “X” in the appropriate box (all box marks must be consistent, that
is, they all must be typewritten, handwritten, or entered with a computer). Definitions of performance levels are as
follows:

(a) Excellence. Exceeds standards; demonstrated by specific examples and measurable results; special and unusual;
achieved by only a few; clearly better than most others. Examples:

1. Received physical fitness badge.
2. Qualified entire squad as expert with M-16 and M-60.
3. Awarded the Expert Infantryman Badge (EIB).
(b) Success. Meets all standards. Majority of ratings are in this category; fully competitive for schooling and

promotion. The goal of counseling is to bring all NCOs to this level. Examples:
1. Shares experiences readily, constantly teaches soldiers.
2. Constantly seeking to improve, completed three subcourses during rating period.
3. Coached and played on company softball team.
4. Established comprehensive cross-training program for his section.
5. His or her platoon had only one tank on deadline report (for 10 days) during last 11 months.
(c) Needs improvement. Missed meeting some standard. Examples:
1. Was often unaware of whereabouts of subordinates.
2. Had the highest deadline rate in the company due to apathy.
3. Unprepared to conduct formal training on three occasions.
(2) Rater explains, with specific bullet examples, any area where rated NCO demonstrated excellence, notable

success, or need for improvement. Specific bullet examples are mandatory for ‘excellence’ or ‘needs improvement’
ratings. A specific bullet example can be used only once; therefore, the rater must decide under which responsibility
the bullet fits best (or is most applicable).

3–11. Part IVc, Army Physical Fitness Test Entry
a. APFT data. The rater will enter one of the following APFT entries: “PASS” or “FAIL” and the year and month

of the APFT results. APFT refers to both the PT test for NCOs without profiles consisting of pushups, situps, and the
two-mile run; and the alternate PT test as prescribed by health care personnel for NCOs with permanent profiles who
have been cleared to take the alternate PT test. If no APFT is taken due to profile, the entry will be: “PROFILE” and
the year and month the profile was awarded. These entries will reflect the NCO’s status on the date of the most recent
record APFT administered by the unit within the 12-month period prior to the last rated day of supervision. Sample
entries are “PASS 0105,” “FAIL 0105,” or “PROFILE 9903.” NCOs who have a permanent profile and are cleared to
take the alternate PT test, do not need the statement “profile does, or does not hinder duty performance.” The APFT is
considered valid as long as it consists of one of the aerobic events (run, walk, bike, swim). “Received APFT badge”
may be entered as a bullet comment to justify “excellence.” The APFT badge is awarded for scores of 270 and above
with at least 90 in each of the three events. Numerical scores will be used to justify “needs improvement” ratings that
are based solely on the APFT. It is optional to enter the APFT score for success ratings.

b. Bullet examples. Rater specific bullet examples are mandatory in part IVc for the following:
(1) The rater will explain an APFT entry of “FAIL” or “PROFILE.” Comments on “FAIL” entries will address

reasons for failure and note any progress toward meeting physical fitness standards (see AR 350-41). Comments on
“PROFILE” (both permanent and temporary) will describe the rated NCO’s ability to perform assigned duties. Note,
however, that if a NCO has appeared before a MOS Medical Retention Board (MMRB) and been determined fit for
duty and deployable, rating officials may not state that the profile hinders duty performance.
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(2) If the APFT has not been taken within twelve months of the THRU date of the report, and soldier is not on any
profile, the APFT data entry will be left blank. The rater will explain the absence of an APFT entry in part IVc.

(3) An APFT entry is not required for pregnant NCOs who are exempt from the APFT in accordance with AR 40-
501. For pregnant NCOs who have not taken the APFT within the last 12 months due to pregnancy, convalescent
leave, and temporary profile, the rater will enter the following statement in part IVc: Exempt from APFT requirement
in accordance with AR 40-501.

c. Personnel who meet Army minimum standards for APFT, but fail to meet unit standards, will not be given a
rating of “needs improvement” for physical fitness and military bearing if such rating is based solely on the failure to
meet unit standards.

3–12. Part IVc, Height and Weight Entry
a. The rater will enter the rated NCO’s verified height and weight (in inches and pounds) as of the unit’s last record

weigh-in and an entry of “YES” or “NO” to indicate compliance or noncompliance with the provisions of AR 600-9. If
there is no record weigh-in during the period covered by the report, the rater will enter the NCO’s height and weight as
of the THRU date of the NCO-ER (no supplemental weigh-in is required). The data will be typed in part IVc. Example
entries are “72/180 YES” or “68/205 NO.” Note: The rater enters “YES” for those NCOs who meet the weight for
height screening table or are in compliance with the body fat standards of AR 600-9. The statement “within body fat
standards of AR 600-9” is no longer required and will not be used on evaluation reports.

b. Rater specific bullet examples are mandatory in part IVc for the following:
(1) To explain the absence of the height and weight data.
(2) To explain any entry of “NO,” indicating noncompliance with the standards of AR 600-9. These comments will

indicate the reason for noncompliance. Medical conditions may be cited for noncompliance; however, the ’NO’ entry is
still required because medical waivers to weight control standards are not permitted for evaluation report purposes. The
progress or lack of progress in a weight control program will be indicated.

(3) For pregnant NCOs, the entire entry is left blank. The rater will enter the following bullet in part IVc: “Exempt
from weight control standards of AR 600-9.”

Note. Rating officials will not use the word “pregnant” or refer to an NCO’s pregnancy in any manner when completing an NCO-
ER.

3–13. Part V, Overall Performance and Potential
Structured potential rating for overall performance and potential consists of, and includes, rater box marks for
promotion/service potential; rater specific positions recommendation; senior rater overall performance and potential;
and senior rater choice of alternatives for future performance.

a. Part Va. Rater places a typewritten or handwritten (in black ink) “X” in the appropriate box. NCOs receiving one
or more “needs improvement” ratings in part IVb-f cannot receive a rating of “among the best.” The following
definitions will be used when completing part Va:

(1) Among the best. NCOs who have demonstrated a very good, solid performance and a strong recommendation for
promotion and/or service in positions of greater responsibility.

(2) Fully capable. NCOs who have demonstrated a good performance and strong recommendation for promotion
should sufficient allocations be available.

(3) Marginal. NCOs who have demonstrated poor performance and should not be promoted at this time.
b. Part Vb. Rater lists up to three (at least two) different future duty positions (job title) in which the rated NCO

could best serve the Army at the current or next grade. When the rated NCO is being reduced to a lower grade, raters
may enter duty positions of the lower grade.

c. Part Vc and Vd. Senior rater evaluates overall performance and potential by placing one typewritten or handwrit-
ten (in black ink) “X” in the appropriate box for each area. (Box marks should be consistent throughout the report,
either all typewritten or all handwritten.) The senior rater’s box marks are independent of the rater’s. There are no
specific box mark ratings required of the senior rater based on box marks made by the rater. The following definitions
will be used when completing parts Vc and Vd:

(1) Successful/superior. A “1” rating represents the cream of the crop and is a recommendation for immediate
promotion. A “2” rating represents a very good, solid performance and is a strong recommendation for promotion. A
“3” rating also represents a good performance and, should sufficient allocations be available, is a recommendation for
promotion.

(2) Fair. Represents NCOs who may require additional training/observation and should not be promoted at this time.
(3) Poor. Represents NCOs who are weak or deficient and, in the opinion of the senior rater, need significant

improvement or training in one or more areas. Do not promote and consider for DA imposed bar to reenlistment under
the Qualitative Management Program (QMP).

d. Part Ve. When the senior rater does not meet minimum time requirements for evaluation of the rated NCO, he or
she will enter the following statement in part Ve: “Senior rater does not meet minimum qualifications.” Parts Vc and
Vd will not be completed. Senior rater narrative rules are as follows:
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Student Handout 1 
 
Advance Sheet 

 
 
Lesson Hours This is a one-hour lesson. 

 
 
Overview This lesson provides an overview of what you need to know to interpret and enforce the 

army homosexual policy. 
 

 
Learning 
Objectives 

Terminal Learning Objective (TLO). 

 Action: The Army Homosexual Policy. 

 Conditions: As a platoon sergeant, in a classroom environment, given AR 600-20 and 
student handouts. 

 Standard: Enforce the Army Homosexual Policy by-- 
 

�� Identifying the responsibilities of the commander when inquiring 
into an allegation of homosexual conduct, 

 
�� Identifying the rights of the soldier being harassed or threatened 

based on perceived sexual orientation, 
 

�� Identifying the commander's duty to properly investigate the 
soldier(s) who are alleged to have committed the harassment 
and/or threat, 

 
IAW AR 600-20. 

 
Learning Steps/Activities (LS/As). 
 

 LS/A 1 Identifying the responsibilities of the commander when inquiring into an allegation of 
homosexual conduct 

 LS/A 2 Identifying the rights of the soldier being harassed or threatened based on perceived 
sexual orientation 

 LS/A 3 Apply the correct action(s) to suspected homosexual conduct situations in accordance with 
the Army's homosexual conduct policy 
 

 
Assignment The student assignments for this lesson are: 

 �� Read SH-2, SH-3, and SH-4. 

 
 
Additional 
Subject Area 
Resources 

None 

 
 
Bring to Class SH-2, SH-3, and SH-4. 
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Student Handout 2 

 
EXTRACT FROM AR 600-20, ARMY COMMAND POLICY 
 

 
THIS STUDENT 
HANDOUT 
CONTAINS 

This student handout contains 4 pages of extracted material from the following 
publication: 
 
AR 600-20, ARMY COMMAND POLICY, 13 JUN 02 

 
 
 DESCRIPTION PARAGRAPH NUMBER 
 
 CHAPTER 4 4-19 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 Disclaimer:  The developer downloaded this extract from the U.S. Army Publishing 

Agency Home Page.  The text may contain passive voice, misspelling, grammatical 
errors, etc., and may not be in compliance with the Army Writing Style Program. 

 
 
 
 

RECOVERABLE PUBLICATION 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY, TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL SUBJECT YOU TO 
PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO RECOVER 
PRINTING COST. 
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4-19. Homosexual conduct policy 
The DCS, G-1 is responsible for the U.S. Army Homosexual Conduct Policy. 
 
a.  General. 
 

(1)  This policy implements section 654 of Title 10, United States Code. Department 
of Defense has stated that the suitability of persons to serve in the Army is based on 
their conduct and their ability to meet required standards of duty performance and 
discipline. 
(2)  Definitions are as follows: 

(a)  Bisexual. A person who engages in, attempts to engage in, has a propensity 
to engage in, or intends to engage in both homosexual and heterosexual acts. 
(b)  Homosexual. A person, regardless of sex, who engages in, attempts to 
engage in, has a propensity to engage in, or intends to engage in homosexual 
acts as further described in (3) below. 
(c)  Sexual orientation.  An abstract sexual preference for persons of a particular 
sex, as distinct from a propensity or intent to engage in sexual acts. 

(3)  Homosexual conduct.  "Homosexual conduct" is a homosexual act, a statement 
by a soldier that demonstrates a propensity or intent to engage in homosexual acts, 
the solicitation of another to engage in homosexual act or acts, or a homosexual 
marriage or attempted marriage. 

(a)  A "homosexual act" means any bodily contact, actively undertaken or 
passively permitted, between members of the same sex for the purpose of 
satisfying sexual desires and any bodily contact (for example, hand-holding, slow 
dancing, or kissing) that a reasonable person would understand to demonstrate a 
propensity or intent to engage in such bodily contact. 
(b)  A "statement by a person that he or she is a homosexual or bisexual or 
words to that effect" means language or behavior that a reasonable person would 
believe intends to convey the statement that a person engages in, attempts to 
engage in, has a propensity to engage in, or intends to engage in homosexual 
acts.  This may include statements such as "I am a homosexual,” ”I am gay," “I 
am a lesbian," "I have a homosexual orientation," and the like. 
(c)  A "homosexual marriage or attempted marriage" is when a person has 
married or attempted to marry a person known to be of the same biological sex 
(as evidenced by the external anatomy of the person involved). 

 
b.  Accession policy.  A person's sexual orientation is considered a personal and private 
matter and is not a bar to entry or continued service unless manifested by homosexual 
conduct in a manner described in a(3).  Applicants for enlistment, appointment, or 
induction into the Army will not be asked or required to reveal whether they are 
heterosexual, homosexual or bisexual.  Applicants also will not be required to reveal 
whether they have engaged in homosexual conduct unless independent evidence is 
received indicating that the applicant engaged in such conduct or unless the applicant 
volunteers a statement that he or she is a homosexual or bisexual or words to that 
effect.  Homosexual conduct is grounds for barring entry into the army, except as 
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provided in AR 601-210.  Applicants will be informed of the laws and regulations 
governing sexual conduct in the armed services, including homosexual conduct as 
defined in a(3). AR 601-210 and NGBR 600-200 governs the Army accession policy. 
 
c.  Separation policy.  Homosexual conduct is grounds for separation from the army 
under the terms set forth in paragraph a(3).  AR 635-100, AR 635-200, AR 135-175, 
and 135-178, govern Army separation policies. 
 
d.  Guidelines for command-directed fact-finding inquiries into homosexual conduct. 
 

(1)  Responsibilities. 
(a)  Only a soldier's commander is authorized to initiate fact-finding inquiries 
involving homosexual conduct.  A commander may initiate a fact-finding inquiry 
only when he or she has received credible information that there is a basis for 
discharge.  Commanders are accountable for ensuring that inquiries are 
conducted properly and that no abuse of authority occurs. 
(b)  A fact-finding inquiry may be conducted by the commander personally or by 
a person he or she appoints.  It may consist of an examination of the information 
reported or a more extensive investigation as necessary. 
(c)  The inquiry should gather all credible information that directly relates to the 
grounds for possible separation.  Inquiries shall be limited to the actual 
circumstances directly relevant to the specific allegations. 
(d)  If a commander has credible evidence of possible criminal conduct, he or she 
shall follow the procedures outlined in the AR 27-10 and AR 195-2. 
(e)  These guidelines do not apply to activities of CID and other DOD law 
enforcement organizations that are governed by AR 195-2. 

(2)  Basis for conducting inquiries. 
(a)  A commander will initiate an inquiry only if he or she has credible information 
that there is a basis for discharge.  Credible information exists when the 
information, considering its source and the surrounding circumstances, supports 
a reasonable belief that a soldier has engaged in homosexual conduct.  It 
requires a determination based on articulable facts, not just a belief or suspicion. 
(b)  A basis for discharge exists if- 

(1)  The soldier has engaged in a homosexual act. 
(2)  The soldier has said that he or she is a homosexual or bisexual, or made 
some other statement that indicates a propensity or intent to engage in 
homosexual acts, or 
(3)  The soldier has married or attempted to marry a person of the same sex. 

(3)  Credible information does not exist, for example, when- 
(a)  The individual is suspected of engaging in homosexual conduct, but there is 
no credible information, as described that supports the suspicion. 
(b)  The only information is the opinion of others that a soldier is a homosexual. 
(c)  The inquiry would be based on rumor, suspicion, or capricious claims 
concerning a soldier's sexual orientation. 
(d)  The only information known is an associational activity such as going to a 
gay bar, possessing or reading homosexual publications, associating with known 
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homosexuals, or marching in a gay rights rally in civilian clothes. Such activity, in 
and of itself, does not provide the evidence of homosexual conduct. 

(4)  Credible information exists, for example, when- 
(a)  A reliable person states that he or she observed or heard a soldier engaging 
in homosexual acts, or saying that he or she is a homosexual or bisexual or is 
married to a member of the same sex. 
(b)  A reliable person states that he or she heard, observed or discovered a 
soldier make a spoken or written statement that a reasonable person would 
believe was intended to convey the fact that he or she engages in, attempts to 
engage in, or has the propensity or intent to engage in homosexual acts. 
(c)  A reliable person states that he or she observed behavior that amounts to a 
nonverbal statement by a soldier that he or she is a homosexual or bisexual-i.e., 
behavior that a reasonable person would believe intended to convey the 
statement that the soldier engages in, attempts to engage in, or has the 
propensity or intent to engage in homosexual acts. 

(5)  Procedures. 
(a)  Informal fact-finding inquiries and administrative separation procedures are 
the preferred method of addressing homosexual conduct.  This does not prevent 
disciplinary action or trial by courts-martial when appropriate. 
(b)  Commanders shall exercise sound discretion regarding when credible 
information exists.  They shall examine the information and decide whether an 
inquiry is warranted or whether no action should be taken. 
(c)  Commanders or appointed inquiry officers shall not ask, and soldiers shall 
not be required to reveal whether a soldier is a heterosexual, homosexual, or 
bisexual.  However, upon receipt of credible information of homosexual conduct, 
(as described in a(3)) commanders or appointed inquiry officials may ask soldiers 
if they engaged in such conduct.  The soldier should first be advised of the DOD 
policy on homosexual conduct (and rights under Article 31(b), UCMJ, if 
applicable).  Should the soldier choose not to discuss the matter further, the 
commander should consider other available information.  Nothing in this 
provision precludes questioning a soldier about any information provided by the 
soldier in the course of the fact-finding inquiry or any related proceedings.  Nor 
does it provide the soldier with any basis for challenging the validity of any 
proceeding or the use of any evidence, including a statement by the soldier in 
any proceeding. 
(d)  At any given point in the inquiry, the commander or appointed inquiry official 
must be able to clearly and specifically explain which grounds for separation he 
or she is attempting to verify and how the information being collected relates to 
those specific separation grounds. 
(e)  A statement by a soldier that he or she is a homosexual or bisexual creates a 
rebuttable presumption that the soldier engages in, attempts to engage in, has a 
propensity to engage in, or intends to engage in homosexual acts.  The soldier 
shall be given the opportunity to present evidence demonstrating that he or she 
does not engage in, attempt to engage in, or has a propensity or intent to engage 
in homosexual acts.
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(f)  The soldier bears the burden of proving, by a preponderance of evidence, 
that he or she is not a person who engages in, attempts to engage in, has a 
propensity to engage in, or intends to engage in, homosexual acts. 

(6)  Legal effect.  The procedures set forth in this paragraph create no substantive or 
procedural rights. 

 
e.  Investigation policy.  Investigations or inquiries will not be initiated solely to 
determine whether a member is a heterosexual, homosexual, or bisexual.  There must 
be credible information that a basis for disciplinary action or discharge exists.  The 
information that constitutes the basis of the investigation must be deemed credible by 
the criminal investigation organization commander as well as the soldier's commander 
in most cases.  AR 195-2, Criminal Investigating Activities, provides guidance on the 
investigation of sexual misconduct. 
 
f.  Security.  Individuals will not be asked or required to reveal on personnel security 
questionnaires whether they are heterosexual, homosexual, or bisexual.  An individual's 
sexual conduct, whether homosexual or heterosexual, is a legitimate security concern 
only if it could make an individual vulnerable to exploitation or coercion, or indicate a 
lack of trustworthiness, reliability or good judgment that is required of anyone with 
access to classified information.  AR 380-67 provides additional guidance. 
g.  Training. 
 

(1)  All officers and enlisted personnel of the Active Army and Reserve Components 
will receive briefings upon entry and periodically thereafter with a detailed 
explanation of regulations governing sexual conduct by members of the Armed 
Forces.  Briefings will include policies on homosexual conduct and applicable laws in 
accordance with section 654 of Title 10, United States Code and Article 137, 
Uniform Code of Military Justice (UCMJ). 
(2)  The Army uses the DoD Homosexual Conduct Policy Training Plan as a guide in 
training commanders and personnel involved in recruiting, accession processing, 
criminal investigations, and administrative separations.  The training plan includes 
detailed hypotheticals that illustrate how military personnel should approach specific, 
concrete scenarios under the new DoD policy on homosexual conduct. 
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Student Handout 3 
 

 
 This Student Handout contains 2 pages of the HQDA Message on Dignity and 

Respect for all soldiers. 
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HQDA MESSAGE 101800ZJAN00 
UNCLASSIFIED 
ROUTINE 
R 101700ZJAN00 
FM HQDA WASHINGTON DC//DAPE-HR-L// 
TO ALARACT 
INFO HQDA WASHINGTON DC//DAPE-HR-L// 
 
SUBJECT: HOMOSEXUAL CONDUCT POLICY 
 
1. REFERENCE SECRETARY OF THE ARMY AND CHIEF OF STAFF, ARMY MESSAGE DATED 
101800ZJAN00, SUBJECT: DIGNITY AND RESPECT FOR ALL. 
 
2. THIS MESSAGE PROVIDES THE ARMY'S GUIDANCE ON THE IMPLEMENTATION OF THE 
AUGUST 12, 1999 OFFICE OF THE SECRETARY OF DEFENSE ADDITIONAL GUIDANCE ON THE 
HOMOSEXUAL CONDUCT POLICY IN THE ARMED FORCES. 
 
3 .THE SECRETARY AND THE CHIEF OF STAFF AFFIRM THAT TREATING SOLDIERS WITH 
DIGNITY AND RESPECT IS A BEDROCK VALUE FOR THE ARMY. WE DECLARE THAT THERE IS 
NO ROOM FOR HARASSMENT OR THREATS TO ANY SOLDIER IN OUR ARMY FOR ANY REASON. 
THEREFORE, AS THE SENIOR LEADERS OF THE ARMY WE ARE DETERMINED TO CONTINUE TO 
IMPLEMENT THE DOD HOMOSEXUAL CONDUCT POLICY WITH EQUITY AND FAIRNESS TO ALL 
OF OUR SOLDIERS. 
 
4. THE ESSENTIAL ELEMENTS OF THE DEPARTMENT OF DEFENSE POLICY REGARDING 
HOMOSEXUAL CONDUCT ARE BASED ON TITLE 10, UNITED STATES CODE, AND ARE 
UNCHANGED. HOWEVER, IN ORDER TO PROTECT FULLY THE RIGHTS OF ALL PERSONNEL, THE 
FOLLOWING ADDITIONAL GUIDANCE IS PROVIDED. 

1A. ALL SOLDIERS WILL RECEIVE REFRESHER TRAINING ON HOMOSEXUAL CONDUCT POLICY 
WITHIN 90 DAYS OF THE DATE OF THIS MESSAGE. THE DEPUTY CHIEF OF STAFF FOR 
PERSONNEL WILL ESTABLISH A WORLD-WIDE-WEB PAGE WITH RESOURCE MATERIAL AND 
PUBLISH TRAINING MATERIALS TO BE USED IN THI S TRAINING. THESE TRAINING MATERIALS 
ARE AVAILABLE AT THAT WEBSITE: WWW.ODCSPER.ARMY.MIL. 

1B. TRADOC HAS BEEN DIRECTED TO INCORPORATE INSTITUTIONAL TRAINING ON 
HOMOSEXUAL CONDUCT POLICIES INTO ALL STAGES OF THE PROFESSIONAL MILITARY 
EDUCATION (PME) SYSTEM WITHIN 90 DAYS OF THE DATE OF THIS MESSAGE. 

1C. THE ARMY INSPECTOR GENERAL HAS BEEN CHARGED TO SPECIFICALLY INSPECT 
HOMOSEXUAL CONDUCT POLICY TRAINING THROUGHOUT THE ARMY AND THE RESERVE 
COMPONENTS BEGINNING FEBRUARY 11, 2000. 

1D. THE ARMY JUDGE ADVOCATE GENERAL HAS BEEN TASKED TO CREATE PROCEDURES 
FOR INSTALLATION-LEVEL STAFF JUDGE ADVOCATES TO USE WHEN CONSULTING WITH 
SENIOR LEGAL OFFICERS ON CASES INVOLVING HOMOSEXUAL CONDUCT. 

1E .VERBAL ADMISSION OF HOMOSEXUALITY MAY BE GROUNDS FOR DISCHARGE. 
COMMANDERS MUST, HOWEVER, DETERMINE WHETHER ADMISSIONS ARE CREDIBLE. IN 
MOST CASES OF HOMOSEXUAL ADMISSION, NO INVESTIGATION IS REQUIRED. HOWEVER, IN 
INSTANCES WHERE THE COMMANDER FEELS THAT THE ADMISSION MAY NOT BE CREDIBLE, 
AN INQUIRY MAY BE APPROPRIATE AND WILL BE CONDUCTED PURSUANT TO AR 600-20. THE 
INITIATION OF ANY SUBSTANTIAL INVESTIGATION INTO WHETHER AN ADMISSION OF 
HOMOSEXUALITY WAS MADE FOR THE PURPOSE OF SEEKING SEPARATION FROM THE ARMY 
AND/OR WHETHER RECOUPMENT OF FINANCIAL BENEFITS IS WARRANTED MUST BE 
APPROVED AT THE ARMY SECRETARIAT LEVEL. A "SUBSTANTIAL INVESTIGATION" IS DEFINED 
AS ONE THAT EXTENDS BEYOND QUESTIONING THE MEMBER, INDIVIDUALS SUGGESTED BY 
THE MEMBER FOR INTERVIEW, AND THE MEMBER'S IMMEDIATE SUPERVISORY CHAIN OF 
COMMAND .THE SECRETARY HAS DESIGNATED THE ASSISTANT SECRETARY OF THE ARMY 
FOR MANPOWER AND RESERVE AFFAIRS (ASA M&RA) AS THE APPROVAL AUTHORITY FOR 
INITIATION OF SUBSTANTIAL INVESTIGATIONS. REQUESTS FOR APPROVAL WILL BE 
FORWARDED THROUGH COMMAND CHANNELS TO THE ASA (M&RA). NO FURTHER ACTION 
WILL BE TAKEN, INCLUDING PROCESSING THE SOLDIER FOR DISCHARGE, UNTIL EITHER 
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PERMISSION FOR TNITIATING THE INVESTIGATION IS DENIED OR PERMISSION IS GRANTED 
AND THE INVESTIGATION IS CONCLUDED. IF. ALL APPLICABLE ARMY REGULATIONS WILL BE 
REVISED AS QUICKLY AS POSSIBLE TO REFLECT THIS GUIDANCE. THE DEPUTY CHIEFS OF 
STAFF FOR OPERATIONS AND PERSONNEL WILL WORK TO REVISE AR 350-1 AND MANDATE 
ANNUAL TRAINING ON THE HOMOSEXUAL CONDUCT POLICY. 
 
5. FINALLY, IN OUR ARMY WE EXPECT THAT ALL SOLDIERS WILL BE TREATED WITH DIGNITY 
AND RESPECT AT ALL TIMES, AND WILL BE AFFORDED A SAFE AND SECURE ENVIRONMENT IN 
WHICH TO LIVE AND WORK. HARASSMENT OF SOLDIERS FOR ANY REASON, TO INCLUDE 
PERCEIVED SEXUAL ORIENTATION, WILL NOT BE TOLERATED. WE EXPECT COMMANDERS AT 
EVERY LEVEL TO TAKE APPROPRIATE ACTION TO PREVENT HARASSMENT OF OR THREATS 
AGAINST ANY MEMBER OF OUR ARMY. ONCE AGAIN WE ARE DETERMINED TO CONTINUE TO  
IMPLEMENT THE DOD HOMOSEXUAL CONDUCT POLICY WITH FAIRNESS TO ALL BECAUSE 
THAT IS THE RIGHT THING TO DO FOR OUR SOLDIERS. 
 
UNCLASSIFIED 
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Student Handout 4 
 

 
 This Student Handout contains 2 pages of the “Don’t Ask, Don’t Tell”, give this handout to 

the students to keep for future reference. 
 



 

In The Army… 
 
 Treating soldiers with dignity and respect 
is a bedrock value for the Army.  There is no room 
for harassment or threats in the military.  The 
Army is determined to implement the "Don't Ask, 
Don't Tell" Policy with fairness to all concerned.  
This policy must be clearly understood and fairly 
enforced. 
 

What Did the Congress Say? 
 

In 1993, Congress made a finding that 
engaging in; attempting to engage in, or soliciting 
another to engage in homosexual acts is grounds 
for discharge from the military.  Congress said that 
military service by those who have demonstrated a 
propensity to engage in homosexual acts creates an 
unacceptable risk to morale, good order and 
discipline, and unit cohesion.  Therefore, the long-
standing element of military law that prohibits 
homosexual conduct continues to be necessary in 
the unique circumstances of military service. 
 It was the sense of Congress that applicants 
should not be asked about homosexuality as part of 
the processing of individuals entering into the 
Armed Forces in the absence of a determination by 
the Secretary of Defense that such questions are 
necessary. Applicants for military service are no 
longer asked about their sexual orientation. 
 Army policy is a balance of the legal 
prohibition of homosexual conduct with the 
privacy rights of Soldiers.  
 

What Does the Law Say? 
 

United States Code Title 10 addresses 
homosexuality in the armed services.  The code 
recognizes that one of the most critical elements in 

combat capability is unit cohesion. The code 
affirms that the armed forces must maintain 
personnel policies that exclude persons who would 
create an unacceptable risk to unit cohesion.  Title 
10 recognizes that military life is fundamentally 
different from civilian life and concludes that the 
presence of individuals in the armed forces who 
engage in homosexual acts creates an unacceptable 
risk to unit cohesion and standards of morale, good 
order and discipline. 
 

What Does “Don’t Ask” mean? 
 

According to Department of Defense and 
Army policy, a person’s sexual orientation is 
considered a personal and private matter that is not 
a bar to military service unless manifested by 
homosexual conduct.  Upon entry into the Army, 
applicants may not be asked nor required to reveal 
their sexual orientation.  Applicants will not be 
asked if they have engaged in homosexual conduct.  
While on Active Duty soldiers will not be asked 
about their sexual orientation unless there is 
credible evidence of homosexual conduct. 
 

What does “Don’t Tell” mean? 
 

“Don’t Tell” is the opposite side of the coin 
from  “Don’t Ask”.  It means simply that soldiers 
should not disclose or discuss their sexual 
orientation or conduct. If a soldier admits publicly 
to being a homosexual, the commander will start 
an informal inquiry or investigation to determine if 
credible evidence exists to warrant separation. 
 
What Is Not Credible Evidence? 
 
�� Rumors that a soldier is homosexual 
�� Others opinions that a soldier is homosexual 

�� Going to a homosexual bar, reading 
homosexual publications, associating with 
known homosexuals or marching in 
homosexual rights rally in civilian clothes 

�� Reporting threats or accusations of being 
homosexual 

 
What Is Credible Evidence? 

 
�� A statement by a reliable person that the 

soldier has engaged in a homosexual act, heard 
the soldier state that he or she was homosexual 
or that the soldier had married or attempted to 
marry a member of the same sex 

�� A statement by a reliable person that they had 
observed or discovered a soldier saying  or 
putting in writing a statement acknowledging a 
homosexual act or the intent to engage in a 
homosexual act 

 

What Is Considered Grounds for 
Investigation? 

 
Commanders can only begin an investigation 

or fact-finding inquiry if credible evidence of 
possible homosexual conduct exists.  This means 
that before an investigation begins, a commander 
must have a reasonable belief that a soldier has:  
�� engaged in a homosexual act; 
�� stated that he or she is a homosexual or 

otherwise indicate a propensity to engage in 
homosexual conduct; or 

�� married or attempted to marry a person of the 
same sex. 

�� In most cases, when a soldier freely admits to 
being a homosexual, investigations are not 
needed in order for a separation to occur. 
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How Do Investigations 

Proceed? 
 

When the commander has credible 
evidence, he or she initiates an inquiry.  
Commanders are required to consult with legal 
advisors prior to initiating any investigation 
into alleged homosexual conduct. 
 

What Can I do If I Am 
Threatened or Harassed? 

 
A soldier who feels harassed or threatened 

for any reason should report the harassment or 
threat at once to his or her commander. 
 

Under DoD and Army Policy, the fact that 
a person reports being threatened or harassed 
because he or she is said or is perceived to be a 
homosexual shall not, by itself, constitute 
credible information justifying the initiation of 
an investigation of the threatened or harassed 
soldier. 
 

It is Army policy that soldiers can report 
threats, harassment or violence to the 
command, free of harm or reprisal.  
Commanders will take appropriate action to 
protect the safety of soldiers who report threats 
or harassment.  Appropriate action should 
include prompt investigation of the threat or 
harassment itself. 
 

Threats or harassment based on a soldier’s 
perceived or alleged homosexuality does not, 
by themselves, constitute credible information 
justifying an inquiry about possible 
homosexual conduct by the harassed soldier. 

 
 
 

Who Can I Talk With in 
Confidentiality? 

 
A soldier can discuss any topic regarding 

sexual orientation with a Legal Assistance 
Attorney or Chaplain because they are 
generally not required to disclose the contents 
of a privileged communication or take any 
actions, of which the soldier does not approve. 
 

Summary of Current Army 
Policy. 

 
On 26 July 1999, the Secretary of the 

Army signed Army Regulation 600-20, entitled 
Army Command Policy.  Chapter 4-19 defines 
the Army’s homosexual conduct policy. The 
policy implements section 654 of Title 10, 
United States Code and states that suitability to 
serve in the Army is based on conduct and the 
ability to meet required standards of duty 
performance and discipline.  Homosexual 
conduct is defined as an act or a statement by a 
soldier that demonstrates a propensity or intent 
to engage in homosexual acts, the solicitation 
of another to engage in a homosexual act or 
acts, or a homosexual marriage or attempted 
marriage. 
 
 
The challenge to all soldiers is to 
comply with the law that prohibits 
homosexual conduct while at the 
same time respecting the privacy and 
dignity of every soldier. 

 

"Don’t Ask" 
 

"Don't Tell" 
 
 
 
 

Questions and Answers 
 
 
 

The U.S. Army's 
Homosexual Conduct Policy 
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 This Student Handout contains 2 pages of the slides, three on a page, for students to 
use as note taking material. 
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L434/OCT03/VGT-1 Advanced Noncommissioned Officer Course

DOD HOMOSEXUAL POLICYDOD HOMOSEXUAL POLICY

• Focuses on homosexual conduct, 
not sexual orientation.

• Soldiers will be separated for:
- Statement (e.g. “I am gay”).
-Acts
-Marriage

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

L434/OCT03/VGT-2 Advanced Noncommissioned Officer Course

INVESTIGATING HOMOSEXUAL INVESTIGATING HOMOSEXUAL 
CONDUCT CONDUCT 

�Only commanders initiate inquires.
�Must base inquires on credible 

information.
�Credible Evidence:  Any information, 

considering its source and surrounding 
circumstances, that supports a reasonable 
belief that there is a basis for discharge.

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

L434/OCT03/VGT-3 Advanced Noncommissioned Officer Course

INVESTIGATING HOMOSEXUAL INVESTIGATING HOMOSEXUAL 
CONDUCT, (cont)CONDUCT, (cont)

�Evidence is NOT credible:
- Mere suspicion/rumors
- Reading homosexual Pubs/going to “gay
bars”.

�Statement (“I am gay”) is usually enough 
for separation; further investigation is 
limited.

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 
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L434/OCT03/VGT-4 Advanced Noncommissioned Officer Course

COMMANDER’S FURTHER COMMANDER’S FURTHER 
INVESTIGATING ACTIONSINVESTIGATING ACTIONS

1. Advise the soldier on the DoD Homosexual 
Policy.

2. Read soldier his rights.
3.  Ask the soldier:

-If he committed or attempted to commit 
homosexual acts, or 
-Does he intend to or will in the future?

4.  May question the soldier’s supervisory chain of 
command.  Also, other persons suggested by the 
soldier in the interview.

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

L434/OCT03/VGT-5 Advanced Noncommissioned Officer Course

ILLEGAL INVESTIGATIONILLEGAL INVESTIGATION

1.  Without approval form the soldier’s CDR.
2. Accuse soldier of violating the homosexual 

conduct policy based on:
a.  Suspicion without credible evidence
b.  Rumors
c.  Observing a soldier with homosexual 
material or in certain locations (e.g. gay 
bars)

3.  Require soldier to reveal his sexual 
orientation.

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 

L434/OCT03/VGT-6 Advanced Noncommissioned Officer Course

ANTIANTI--HARASSMENT POLICYHARASSMENT POLICY

�Don’t investigate harassed/threatened 
soldier for homosexuality just because he 
is harassed/threatened.

�Need credible information other that 
harassment.

�Harassed soldiers should seek out the 
chain-of-command, chaplains, legal 
assistance.

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________

____________________________________ 
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HANDOUTS FOR LESSON 1:  T421 version 1 

  
This Appendix 
Contains 

This Appendix contains the items listed in this table--- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 and SH-1-2  
SH-2, Extract from FM 100-14 SH-2-1 thru SH-2-62 
SH-3, Case Study SH-3-1 thru SH-3-4 



SH-1-1 

Student Handout 1 
 

 
 This student handout contains the Advance Sheet. 

 



 

SH-1-2 

Student Handout 1 
 

Advance Sheet 
 

 
Lesson Hours 

 
This lesson consists of two hours of small group instruction. 
 

 
Overview Soldiering is a demanding and risky business.  Every mission, training or combat, is a fight 

against two enemies.  One enemy is the opposing forces (OPFOR); the other is accidents.  
Both can strike without warning and produce terrible effects.  The risk management 
process is also key to protection of your soldiers and their equipment from mission ending 
accidents.  
 

 
Learning 
Objectives 

Terminal Learning Objective (TLO). 

 Action: Verify the implementation of the risk management process at platoon level. 
 Conditions: As a platoon sergeant, in a classroom, given FM 100-14. 
 Standard: Verified the implementation of the risk management process at company 

level IAW FM 100-14. 
 
Enabling Learning Objectives (ELOs). 
 

  ELO A: Identify elements of a risk assessment. 
  ELO B: Identify controls for implementation of a risk assessment. 
  ELO C: Identify methods to monitor the controls implemented for a risk assessment. 

 
 
Assignment The student assignments for this lesson are: 
  
 • Study FM 100-14 (SH-2), chapters 1, 2, appendix, and glossary. 

• Study Case Study 1 in SH-3 (for discussion in class). 
• Skim FM 100-14 (SH-2), chapter 3. 

 
 
Additional 
Subject Area 
Resources 

None 
 
 
 

 
Bring to Class • Student Handouts. 
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Student Handout 2 
 

 
 This student handout contains an extract from FM 100-14. 

 



          
Chapter 2 

Risk Management Process
First reckon, then risk

Field Marshal Helmuth von Moltke

This chapter provides the essence of the five-step risk
management process. It illustrates the application of
each step to military operations through the factors
of METT-T. 

THE FIVE STEPS: AN OVERVIEW
Risk management is the process of identifying and controlling

hazards to conserve combat power and resources. The five steps of
risk management are— 

• Step 1. Identify hazards.

• Step 2. Assess hazards to determine risks.

• Step 3. Develop controls and make risk decisions.

• Step 4. Implement controls.

• Step 5. Supervise and evaluate.

This five-step process is integrated into the military decision-making
process as shown in Figure 2-1.

FM 100-40 provides insight into the context in which the risk
management process is applied herein. Areas of particular interest in
FM 100-40 include—

• Solving tactical problems (Chapter 1).

• The science and art of tactics (Chapter 1).

• Hasty versus deliberate operations (Chapter 1).

• The plan-prepare-execute cycle (Chapter 1).

• Basic tactical control measures (Chapter 2).

• The factors of METT-T (Chapter 2). 
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Mission Receipt

Mission Analysis

COA Development

COA Analysis

COA Comparison

COA Approval

Orders Production

Rehearsal 1

Execution and 1 
Assessment

Step 1
Identify
Hazards

Step 2
Assess
Hazards

Step 3
Develop 
Controls

and 
Make Risk
Decision

Step 4
Implement
Controls

Step 5
Supervise and

Evaluate
Military Decision-
Making Process

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

Risk Management Steps

X X X

X X X

1All boxes are marked to emphasize the continued use of the risk management
  process throughout the mission

  

Figure 2-1. Risk Management Steps Correlated with 
Military Decision-Making Tasks
Risk decisions should be based upon awareness rather than
mechanical habit. Leaders should act on a keen appreciation for the
essential factors that make each situation unique instead of from
conditioned response. Throughout the entire operational continuum,
the commander must consider US Government civilians and contract
support personnel in his risk management process. Hazards can exist,
regardless of enemy or adversary actions, in areas with no direct
enemy contact and in areas outside the enemy’s or adversary’s
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influence. The two types of risk that exist across the wide range of
Army operations are tactical risks and accident risks.

• Tactical risk is risk concerned with hazards that exist because of
the presence of either the enemy or an adversary. It applies to all
levels of war and across the spectrum of operations.

• Accident risk includes all operational risk considerations other
than tactical risk. It includes risks to the friendly force. It also
includes risks posed to civilians by an operation, as well as an
operations impact on the environment. It can include activities
associated with hazards concerning friendly personnel,
civilians, equipment readiness, and environmental conditions.

STEPS 1 AND 2
Steps 1 and 2 together comprise the risk assessment. In Step 1,

individuals identify the hazards that may be encountered in executing
a mission. In Step 2, they determine the direct impact of each hazard on
the operation. The risk assessment provides for enhanced situational
awareness. This awareness builds confidence and allows soldiers and
units to take timely, efficient, and effective protective measures.

STEPS 3 THROUGH 5
Steps 3 through 5 are the essential follow-through actions to

effectively manage risk. In these steps, leaders balance risk against
costs—political, economic, environmental, and to  combat power—
and  take appropriate actions to eliminate unnecessary risk. During
execution, as well as during planning and preparation, leaders
continuously assess the risk to the overall mission and to those
involved in the task. Finally, leaders and individuals evaluate the
effectiveness of controls and provide lessons learned so that others
may benefit from the experience. 

THE FIVE STEPS APPLIED

STEP 1. IDENTIFY HAZARDS 

A hazard is an actual or potential condition where the following
can occur due to exposure to the hazard:

• Injury, illness, or death of personnel.
• Damage to or loss of equipment and property.
• Mission degradation.
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Hazards are sources of danger or risks due to enemy or adversary
presence and other conditions not due to enemy or adversary
capabilities. Hazards are found in all operational environments.
Combat operations, stability operations, base support operations, and
training present unique hazards for units involved in these kinds of
missions. Hazards are identified during the first four steps of the
military decision-making process: mission receipt, mission analysis, COA
development, and COA analysis.

The ability of unit leaders and staffs to identify hazards is key. One
reality of today’s missions is that the aspect of a hazard can change
rapidly. Things of little risk initially can quickly become major threats
due to unforeseen natural or man-made events. Leaders should be
aware of this possibility. Complacency to the fact that existing controls
may not continue to control hazards in rapidly changing situations
should be viewed as a hazard in itself.

The factors of METT-T provide a sound framework for identifying
hazards when planning, preparing, and executing operations. When
applying risk management to METT-T during mission analysis,
leaders and staffs should look for hazards that affect both tactical and
accident risks. They must identify all hazards that may present
significant risks to the mission.

Mission 

Leaders first analyze the assigned mission. They look at the type
of mission to be accomplished and consider possible subsequent
missions. Certain kinds of operations are inherently more dangerous
than others. For example, a deliberate frontal attack, because of the
associated movement, is more likely to expose a unit to losses than
would a defense from prepared positions. Identifying missions that
routinely present great risk is imperative. Leaders also look for
hazards associated with complexity of the plan such as—

• A scheme of maneuver that is difficult to understand or too
complex for accurate communications down to the lowest level. 

• The impact of operating under a fragmentary order (FRAGO).

Enemy

 Commanders look for enemy capabilities that pose significant
hazards to the operation. For example, “What can the enemy do to
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defeat my operation?” Common shortfalls that can create hazards
during operations against an enemy include failure to—

• Assess potential advantages to the enemy provided by the
battlefield environment.

• Fully assess the enemy’s capabilities.
• Understand enemy collection capabilities and friendly

vulnerabilities to those capabilities.
• Accurately determine the enemy’s probable COAs. 
• Plan and coordinate active ground and aerial reconnaissance

activities.
• Disseminate intelligence about the enemy to lower levels.
• Identifying terrorist threats and capabilities. 
Intelligence plays a critical part in identifying hazards associated

with tactical risk. Intelligence-preparation-of-the-battlefield (IPB) is a
dynamic staff process that continually integrates new information and
intelligence that ultimately becomes input to the commander’s risk
assessment process. Intelligence assists in identifying hazards during
operations by—

• Identifying the opportunities and constraints the battlefield
environment offers to threat and friendly forces.

• Thoroughly portraying threat capabilities and vulnerabilities.
• Collecting information on populations, governments, and

infrastructures.
FMs 34-130 and 34-60, respectively, provide detailed information on
IPB and on counterintelligence operations and multidiscipline
counterintelligence analysis.

Terrain and Weather
In addition to those due to the enemy or adversaries, the most

obvious hazards to military operations are due to terrain and weather.
Terrain and weather affect the type of hazard encountered. When the
enemy uses terrain to his advantage, the risk is clearly tactical. The
aspects of terrain and weather may create situations where accident
risks predominate. When looking at this from a purely mission
perspective, familiarity of the unit with the terrain and its associated
environment must be paramount. Basic issues include— 

• How long the unit has operated in the environment and climate.
• Whether the terrain has been crossed before.
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Terrain.  The five main military aspects of terrain—observation and
fields of fire, cover and concealment, obstacles, key terrain and decisive terrain,
and avenues of approach (OCOKA)—can be used to identify and assess
hazards impacting on friendly forces. Chapter 2 of FM 100-40 has
details on OCOKA. The terrain analysis includes both map and on-the-
ground reconnaissance to identify how well unit capabilities and
mission demands can be accommodated by the terrain.

• Observation and fields of fire. Hazards associated with this usually
involve when the enemy will be able to engage a friendly unit and
when friendly unit weapons capabilities allow it to effectively
engage the enemy.

• Cover and concealment. Hazards associated with cover and
concealment are created by the enemy’s ability to place direct or
indirect fire on friendly forces.

• Obstacles. Hazards associated with obstacles may be accident or
tactical. They may be due to natural conditions such as rivers or
swamps or man-made such as minefields or built-up areas. 

• Key terrain and decisive terrain. Hazards are a marked advantage
terrain provides to the enemy if he controls such terrain or
denies its use to friendly forces.

• Avenues of approach. Hazards associated with avenues of
approach can affect both tactical and accident risks. Such
hazards include conditions where an avenue of approach
impedes deployment of friendly combat power or where it
supports deployment of enemy combat power.

Weather.  Weather works hand-in-hand with terrain to create
hazards. To identify weather hazards, leaders and soldiers must
assess the impact on operating systems. Mistakes include not
considering the—

• Adverse effects of heat and cold hazards on the performance
of soldiers.

• Effects of climate and weather on maintenance of vehicles and
equipment before beginning an operation.

• Hazardous effects of weather on the five military aspects
of terrain.
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Troops
Leaders analyze the capabilities of available friendly troops.

Associated hazards impact both the soldier and unit.  Key
considerations are level of training, manning levels, the condition and
maintenance of vehicles and equipment, morale, availability of
supplies and services, and the physical and emotional health of
soldiers. Leaders and soldiers must be vigilant to the fact that hazards
in these areas can adversely affect a mission, even when all tactical
considerations point to success. Mission failure can be caused by— 

• Hazards to the physical and emotional health of soldiers. Inadequate
sanitation facilities, water purification capabilities, medical
attention, and evacuation capabilities are key hazards that can
arise from incomplete logistical planning. Care of troops requires
long-range projections of all classes of supply, with close
monitoring of mission changes that could impact availability or
depletion of supplies. When beginning an operation immediately
upon arriving in theater, hazards include not implementing
measures to help soldiers overcome fatigue or acclimatize them to
the geographical area and associated climate.

• Hazards to task organization or units participating in an operation.
Hazards include how long units have worked together under a
particular command relationship. During stability operations,
task organizations may change often. Hazards include poor
communication, unfamiliarity with higher headquarters SOPs,
and insufficient combat power to accomplish the mission.

• Hazards associated with long-term missions. Long-term missions
include nation building, peacekeeping, or insurgency/
counterinsurgency operations. Hazards associated with these
missions include the turmoil of personnel turnover, lack of
continuity of leadership, inexperience, and lack of knowledge of
the situation and the unit’s operating procedures. An especially
insidious hazard is critical-skills atrophy that results from not
performing METL-related missions.

Time Available
The hazard is insufficient time to plan, prepare, and execute

operations. Planning time is always at a premium. Leaders routinely
apply the one-third/two-thirds rule to ensure their subordinate units
are given maximum time to plan. Failure to accomplish a mission on
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time can result in shortages of time for subordinate and adjacent units
to accomplish their mission.

Civilians
The commander’s legal responsibility is to consider hazards to,

and safeguarding of, civilians in his area of operations. Civilians
include nongovernmental organizations (NGOs), private voluntary
organizations (PVOs), US Government civilians, foreign national
civilians, the media, and dislocated civilians put at risk by military
operations. The commander must consider hazards that can occur
across the range of operations, such as—

• In a wartime environment. The commander must consider the
hazard of collateral damage which may result in creating
new adversaries.

•  In a peacetime environment. The commander must consider the
political attitudes and previous actions of civilians in identifying
hazards to friendly forces and the populace itself.

Adversaries are hostile elements other than the enemy that may be
encountered during any operation. They present additional hazards.
They may be organized opposition or individuals that challenge
authority. They may include such diverse elements as rioters,
criminals, rogues, or gangs that might want to harass a peace
enforcement mission.

STEP 2. ASSESS HAZARDS 

Step 2 completes the risk assessment. Risk is the chance of hazard
or bad consequences. This step examines each hazard in terms of
probability and severity to determine the risk level of one or more
hazardous incidents that can result from exposure to the hazard. This
step is conducted during three steps of the military decision-making
process—mission analysis, COA development, and COA analysis. This
step is also conducted after controls are developed.

The incident must be credible in that it must have a reasonable
expectation of happening. The end result is an estimate of risk from
each hazard and an estimate of the overall risk to the mission caused
by hazards that cannot be eliminated. Leaders must also assess the
risk to civilians posed by the operation. They may need to assess the
operations’ impact on the environment. This step is conducted in
three substeps.
SH-2-9



 

Risk Management

                
Substep A 

Leaders and staffs assess each hazard in relation to the probability
of a hazardous incident. The probability levels estimated for each
hazard may be based on the mission, COAs being developed and
analyzed, or frequency of a similar event. Figure 2-2 provides a
summary of the five degrees of probability. The letters in parentheses
following each degree (A through E) provide a symbol for depicting
probability. For example, the letter A represents frequent probability.

FREQUENT (A) Occurs very often, continuously experienced

Single item Occurs very often in service life. Expected to occur 
several times over duration of a specific mission or 
operation. Always occurs.

Fleet or inventory of 
items

Occurs continuously during a specific mission or 
operation, or over a service life.

Individual soldier Occurs very often in career. Expected to occur several 
times during mission or operation. Always occurs.

All soldiers exposed Occurs continuously during a specific mission or 
operation.

LIKELY (B) Occurs several times

Single item Occurs several times in service life. Expected to occur 
during a specific mission or operation.

Fleet or inventory of 
items

Occurs at a high rate, but experienced intermittently 
(regular intervals, generally often,).

Individual soldier Occurs several times in career. Expected to occur during 
a specific mission or operation.

All soldiers exposed Occurs at a high rate, but experienced intermittently.

OCCASIONAL (C) Occurs sporadically

Single item Occurs some time in service life. May occur about as 
often as not during a specific mission or operation.

Fleet or inventory of 
items

Occurs several times in service life.

Individual soldier Occurs some time in career. May occur during a specific 
mission or operation, but not often.

All soldiers exposed Occurs sporadically (irregularly, sparsely, or sometimes). 

Figure 2-2. Hazard Probability
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Figure 2-2. Hazard Probability (continued)

Substep B

Substep B addresses the severity of each hazard. It is expressed in
terms of—

• Degree of injury or illness.

• Loss of or damage to equipment or property.

• Environmental damage.

• Other mission-impairing factors such as lost combat power.

The degree of severity estimated for each hazard may be based on
knowledge of the results of similar past events. Figure 2-3 provides a
summary of the four degrees of hazard severity. The Roman numerals
in parentheses following each degree (I through IV) provide a
convenient symbol for depicting severity. For example, I represents
the catastrophic degree of severity.

SELDOM (D) Remotely possible; could occur at some time

Single item Occurs in service life, but only remotely possible. Not 
expected to occur during a specific mission or operation.

Fleet or inventory of 
items

Occurs as isolated incidents. Possible to occur some time 
in service life, but rarely. Usually does not occur.

Individual soldier Occurs as isolated incident during a career. Remotely 
possible, but not expected to occur during a specific 
mission or operation.

All soldiers exposed Occurs rarely within exposed population as isolated 
incidents.

UNLIKELY (E) Can assume will not occur, but not impossible

Single item Occurrence not impossible, but can assume will almost 
never occur in service life. Can assume will not occur 
during a specific mission or operation.

Fleet or inventory of 
items

Occurs very rarely (almost never or improbable). Incidents 
may occur over service life.

Individual soldier Occurrence not impossible, but may assume will not occur 
in career or during a specific mission or operation.

All soldiers exposed Occurs very rarely, but not impossible.
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CATASTROPHIC (I) Loss of ability to accomplish the mission or
mission failure. Death or permanent total
disability (accident risk). Loss of major or
mission-critical system or equipment. Major
proper ty  ( fac i l i t y )  damage. Severe
environmental damage. Mission-critical
security failure. Unacceptable collateral
damage.

CRITICAL (II) Significantly (severely) degraded mission
capability or unit readiness. Permanent
partial disability, temporary total disability
exceeding 3 months time (accident risk).
Extensive (major) damage to equipment or
systems. Significant damage to property or
the  env i ronment . Secur i t y  fa i l u re.
Significant collateral damage.

MARGINAL (III) Degraded mission capability or unit
readiness. Minor damage to equipment or
systems, property, or the environment. Lost
day due to injury or illness not exceeding 3
months (accident risk). Minor damage to
property or the environment.

NEGLIGIBLE (IV) Little or no adverse impact on mission
capability. First aid or minor medical
treatment (accident risk). Slight equipment
or system damage, but fully functional and
serviceable. Lit t le or no proper ty or
environmental damage.

Figure 2-3. Hazard Severity

Substep C

In this substep leaders and staffs expand what they understand
about probable hazardous incidents into estimates of levels of risk for
each identified hazard and an estimate of the overall risk for the
operation. Estimating risk follows from examining the outcomes of
Substeps A and B; that is, both the probability and severity of
hazardous incidents. This substep is more art than science. Much
depends on the use of historical lessons learned, intuitive analysis,
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experience, and judgment. Uncertainty can arise in the assessment of
both the probability and severity of a hazardous incident. Uncertainty
results from unknowns about a situation; from incomplete, inaccurate,
undependable, or contradictory information; and from unforeseen
circumstances. Therefore, assessment of risk requires good judgment.

Figure 2-4 is a standardized matrix that can be used to assist in this
process. Leaders and staffs enter the estimated degree of severity and
probability for each hazard in Substeps A and B from the severity row
and probability column, respectively. The point where the severity
row and probability column intersect defines the level of risk. For
example, if the hazard is estimated to have a critical severity (II) and a
likely probability (B), the level of risk is high (H). 

Figure 2-5 provides a summary of the levels of risk. It also
provides examples of hazardous incidents for each risk level. Several
examples illustrate the trade-off between tactical and accident risks.
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Probability

Severity Frequent
A

Likely
B

Occasional
C

Seldom
D

Unlikely
E

Catastrophic

Critical

Marginal

Negligible

I

II

III

IV

E

E

H

M

E

H

M

L

H

H

M

L

H

M

L

L

M

L

L

L

E –
H –
M –
L –

Extremely High Risk
High Risk
Moderate Risk
Low Risk

Figure 2-4. Risk Assessment Matrix
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E - Extremely High: Loss of ability to accomplish the mission if hazards
occur during mission. A frequent or likely probability of catastrophic loss
(IA or  IB) or frequent probability of critical loss (IIA) exists.
Example: A commander finds that one of his implied tasks to attack an
objective involves crossing a normally shallow riverbed. After looking at
the factors of METT-T, he discovers that three days of intense rain have
raised the water level to rise above flood stage, with currents far in
excess of his ability to safely ford with armored vehicles. After
discussing COAs with his staff, he determines the accident risk is
extremely high because of the likely probability and catastrophic
severity of losing vehicles and killing soldiers. His conclusions are
based on his experience with and knowledge of fording armored
vehicles under the existing conditions of  water depth and current
speed. 

H - High: Significant degradation of mission capabilities in terms of the
required mission standard, inability to accomplish all parts of the
mission, or inability to complete the mission to standard if hazards
occur during the mission. Occasional to seldom probability of
catastrophic loss (IC or ID) exists. A likely to occasional probability
exists of a critical loss (IIB or IIC) occurring. Frequent probability of
marginal losses (IIIA) exists.
Example : During a preplanned ambush, the leader discovers that the
force he intends to ambush has significantly more combat power than
his own force can accommodate. He realizes that he could only delay
rather than destroy the enemy. He knows his casualty estimates would
be very high if the enemy reorganized and counterattacked. He also
knows that the size of the enemy force could seriously impact adjacent
units conducting a movement to contact. He determines the situation is
high risk  because he estimates (based on his training and experience)
there is a l ikely probabil i ty of the enemy reorganizing and
counterattacking and the severity of loss to his unit would be critical.

M - Modera te : Expected degraded mission capabilities in terms of the
required mission standard will have a reduced mission capability if
hazards occur during mission. An unlikely probability of catastrophic
loss (IE) exists. The probability of a critical loss is seldom (IID). Marginal
losses occur with a likely or occasional probability (IIIB or IIIC). A
frequent probability of negligible (IVA) losses exists. 
Example: A commander in a defensive position receives a warning order
to be prepared to counterattack if the enemy attacks again. He chooses
to use pre-positioned ammunition caches to support his defense, as
opposed to moving his ammunition resupply forward by truck. He
determines that the severity of not having an immediate resupply of
ammunition available during the counterattack will have a critical impact
on his combat power. He realizes that if the enemy forces him to
abandon his forward positions, the severity of the loss of  his
SH-2-14
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ammunition caches will critically impact his combat power. He
considers that his unit is deployed in excellent defensive positions. He
has repelled two attacks that resulted in the destruction of an estimated
50 percent of the enemy’s combat power. He receives information that
the probability of  the enemy attacking is likely, but that the probability
of the enemy being reinforced and attacking in overwhelming force is
remote (seldom). The commander concludes that the risk of conducting
a counterattack with limited ammunition is  greater than the moderate
risk of the enemy pushing him back.

L - Low: Expected losses have little or no impact on accomplishing the
mission. The probability of critical loss is unlikely (IIE), while that of
marginal loss is seldom (IIID) or unlikely (IIIE). The probability of a
negligible loss is likely or less (IVB through (IVE).
E x a m p l e :  A mechanized task force (TF) conducting a movement to
contact in a desert environment is overtaken by nightfall before
reaching its limit of advance (LOA). The  terrain along the axis of
advance is flat and open. Visibility is about 800 meters under a clear sky
illuminated by a full moon. Estimates put the enemy, which has been
hastily withdrawing for the past three days, at approximately 30 percent
strength. Contact has been light with no defensible terrain along the
TF’s axis. The TF commander considers all the factors. In addition, the
TF is 100 percent operational in using night vision devices. The TF
commander estimates that it is unlikely that his unit will incur losses of
critical severity by being surprised by the enemy or lose critical combat
power due to an accident. He estimates the risk to his force in
continuing a nighttime movement is low. 

Figure 2-5. Levels of Risk (continued)  

STEP 3. DEVELOP CONTROLS AND MAKE RISK DECISIONS 

Risk management is the recognition that decision making
occurs under conditions of uncertainty. Decisions must remain
consistent with the commander’s stated intent and offer a good
expectation of success. The risk-taking skill requires
competency as a prerequisite. 

FM 100-7, Decisive Force:
The Army  in Theater Operations, May 1995

Step 3 is accomplished in two substeps: develop controls and
make risk decisions. This is done during the COA development, COA
analysis, COA comparison, and COA approval of the military
decision-making process.

Substep A - Develop Controls
After assessing each hazard, leaders develop one or more controls

that either eliminate the hazard or reduce the risk (probability and/or
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severity) of a hazardous incident. When developing controls, they
consider the reason for the hazard not just the hazard itself. 

Types of Controls. Controls can take many forms, but fall
into three basic categories—educational controls, physical controls,
and avoidance.

• Educational controls. These controls are based on the knowledge
and skills of the units and individuals. Effective control is
implemented through individual and collective training that
ensures performance to standard. 

• Physical controls. These controls may take the form of barriers
and guards or signs to warn individuals and units that a hazard
exists. Additionally, special controller or oversight personnel
responsible for locating specific hazards fall into this category. 

• Avoidance. These controls are applied when leaders take positive
action to prevent contact with an identified hazard. 

Criteria for Controls. To be effective, each control developed
must meet the following criteria:

• Suitability. It must remove the hazard or mitigate (reduce) the
residual risk to an acceptable level.

• Feasibility. The unit must have the capability to implement
the control.

• Acceptability. The benefit gained by implementing the control
must justify the cost in resources and time. The assessment of
acceptability is largely subjective. Figure 2-6 gives criteria for
determining acceptability of controls for each identified hazard.

Support Availability of adequate personnel, equipment,
supplies, and facilities necessary to implement a
suitable controls. 

Standards Guidance and procedures for implementing a control
are clear, practical, and specific.

Training Knowledge and skills are adequate to implement a
control. 

Leadership  Leaders are competent to implement a control. 

Individual Individual soldiers are sufficiently self-disciplined to
implement a control.

Figure 2-6. Criteria for Determining Acceptability of Controls
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Examples of Controls.  Examples of controls include— 

• Engineering or designing to eliminate or control hazards.

• Selecting a COA that avoids identified hazards. 

• Limiting the number of people and the amount of time they are
exposed to hazards, consistent with mission requirements.

• Selecting personnel with appropriate mental, emotional, and
physical capabilities.

• Providing protective clothing, equipment, and safety and
security devices.

• Providing such services as adequate sanitation facilities and
water purification capabilities.

• Providing warning signs and signals.

• Scheduling vehicle and aircraft silhouette drills.

• Planning training, including rehearsals, rock drills, battle drills,
and so forth.

• Programming communications links for key civilian organizations.

• Establishing battlefield controls such as areas of operations and
boundaries, direct fire control measures, fire support
coordination measures, rules of engagement, airspace control
measures, bridge classification, traffic control, and so forth.

• Developing terrorist attack warning systems and response plans.

The key is to specify who, what, where, when, and how each
control is to be used. For example—

• Planning and scheduling intensive threat and friendly vehicle
identification refresher training for all antiarmor and air defense
weapons crews before the mission reduces the probability of
engaging a friendly vehicle or aircraft (fratricide). 

• Programming installation of crashworthy passenger seats in the
UH-60 Blackhawk, when mission circumstances do not indicate
their removal, can reduce the severity of injuries in crashes.

• Requiring soldiers to wear flak vests and helmets during
movement to contact, or when riding in vehicles in areas where
enemy fire is likely, can reduce the probability and severity of a
wound from small arms fire or fragments.
SH-2-17



Risk Management
• Establishing strong continuity documents and planning overlap
tours for key leaders facilitate smooth transitions during
extended operations.

Residual Risk. Once the responsible leader develops and
accepts controls, he determines the residual risk associated with each
hazard and the overall residual risk for the mission.

• Residual risk is the risk remaining after controls have been
selected for the hazard. Residual risk is valid (true) only if the
controls for it are implemented. As controls for hazards are
identified and selected, the hazards are reassessed as in Step 2
and the level of risk is then revised. This process is repeated until
the level of residual risk is acceptable to the commander or leader
or cannot be further reduced. See Figures A-3 through A-5.

• Overall residual risk of a mission must be determined when more
than one hazard is identified. The residual risk for each of these
hazards may have a different level, depending on the assessed
probability and severity of the hazardous incident. Overall
residual mission risk should be determined based on the incident
having the greatest residual risk. Determining overall mission risk
by averaging the risks of all hazards is not valid. If one hazard has
high risk, the overall residual risk of the mission is high, no matter
how many moderate or low risk hazards are present.

Substep B -  Make Risk Decision

A key element of the risk decision is determining if the risk is
justified. The commander must compare and balance the risk against
mission expectations. He alone decides if controls are sufficient and
acceptable and whether to accept the resulting residual risk. If he
determines the risk level is too high, he directs the development of
additional controls or alternate controls, or he modifies, changes, or
rejects the COA.

Leaders can use the risk assessment matrix in Figure 2-4—in
conjunction with their commanders’ guidance—to communicate how
much risk they are willing to delegate. For example, a commander may
place constraints on his subordinates that restrict their freedom of action
to accept risk in instances where the risk might imperil his intent, his
higher commander’s intent, or a critical capability of the unit. 
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STEP 4. IMPLEMENT CONTROLS 

Leaders and staffs ensure that controls are integrated into SOPs,
written and verbal orders, mission briefings, and staff estimates. The
critical check for this step, with oversight, is to ensure that controls
are converted into clear, simple execution orders understood at all
levels .  Implementing controls  includes coordination and
communication with—

• Appropriate superior, adjacent, and subordinate units and those
executing the mission.

• Logistics Civil Augmentation Program (LOGCAP) organizations
and civilian agencies that are part of the force.

The media, NGOs, and PVOs must be included in coordination when
their presence impacts or is impacted by the force.

Leaders must explain how supervisors will implement controls.
Examples of control implementation include—

• Conducting vehicle and aircraft silhouette drills.

• Conducting rehearsals, rock drills, battle drills, and so forth.

• Conducting intensive threat and friendly vehicle
identification refresher training for all antiarmor and air
defense weapons crews.

• Conducting orientation for replacement personnel.

• Installing and maintaining communications links for key
civilian organizations.

• Operating in convoys of four vehicles minimum.

• Carrying weapons and wearing flak jackets and helmets when
outside secure compounds.

STEP 5. SUPERVISE AND EVALUATE 

Leaders must supervise the execution of their orders. The more
untrained the troops, the more detailed this supervision must be.

Infantry in Battle, 1939

During mission preparation and execution, leaders must ensure
that their subordinates understand how to execute risk controls.
Leaders continuously assess risks during the conduct of operations,
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especially during long-term missions. Leaders maintain situational
awareness. They guard against complacency to ensure that risk
control standards are not relaxed or violated. To gain insight into areas
needing improvement, leaders must continuously evaluate their
units’ effectiveness in managing mission risks.

Supervise
Leaders supervise mission rehearsal and execution to ensure

standards and controls are enforced. Techniques may include spot-
checks, inspections, situation reports and brief-backs, buddy checks,
and close supervision. During the mission, leaders continuously
monitor controls to ensure they remain effective. They modify them as
necessary. Leaders and individuals anticipate, identify, and assess new
hazards to implement controls. They continually assess variable
hazards such as fatigue, equipment serviceability, and the environment.
Leaders modify controls to keep risks at an acceptable level.

During sustained operations, leaders continue planning to ensure
that controls emplaced at the beginning of the mission apply to
changes in the operation’s current situation and to hazardous
conditions. Leaders must maintain an extraordinary degree of
discipline. They must avoid complacency, which can result from
boredom and overconfidence. Leaders must ensure that soldiers do
not relax their vigilance due to performing repetitive tasks—despite
changing roles and missions, unit turbulence and turnover, and
declining skills. Leaders maintain a close overwatch on controls put in
place to reduce risks over a prolonged period. For example, during
stability operations, land mine hazards may not be solved in the near
term, but may require continual attention. Other examples of long-
term hazards that may be encountered include—

• Climatic extremes.
• NBC and hazardous waste contamination.
• Diseases native to a particular area of operation or indigenous

population.
• Terrorist threats.

Evaluate
After a mission, leaders and individuals evaluate how well the

risk management process was executed. They—
• Determine how to ensure that successes are continued to the

next mission. 
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• Capture and disseminate lessons learned so that others may
benefit from the experience.

• Consider the effectiveness of the risk assessment in identifying
and accurately assessing the probability and severity of hazards
that resulted in mission degradation.

• Determine whether the level of residual risk of each hazard and
of the overall mission were accurately estimated.

• Evaluate the effectiveness of each control in reducing or
removing risk, including whether controls were effectively
communicated, implemented and enforced.

Leaders and individuals determine why some controls were
ineffective and what should be done when the hazard is encountered
again. A control may be altered; the way it is implemented or
supervised may be changed to make it effective; or a completely
different control may be more effective. Leaders must energize the
system to fix systemic problems that hinder combat effectiveness.

Figure 2-7 shows that the risk management process continues
throughout a mission as well as from mission to mission. It is
integral to the military decision-making process. Its application
requires good judgment and intuitive analysis borne of confidence,
experience, and  situational awareness.

TOOLS AND PITFALLS
The appendix provides examples of risk management tools to

help leaders assess identified hazards, develop controls, and make
risk decisions. The tools should be tailored to suit particular situations
and missions. The examples in Figures A-3 through A-5 are tools to
manage risk at the tactical level. The example in Figure A-6 is a tool to
manage risk at the operational level. Units may develop additional
tools suitable for their needs.

Units train to a standard. They operate and train regardless of the
degree of real or perceived difficulty. Risk reduction begins with
commanders identifying their METLs. Commanders use the risk
management process to assess the degree of risk related to each METL
their unit must perform. From this assessment, risk reducing standard
operating procedures evolve.

Figure  A-7 provides  an example of  r isk  management
considerations integrated into a mission training plan (MTP) task.
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Step 1. Identify Hazards

Step 2. Assess Hazards

Determine risk level for 
each hazard and overall 
mission risk

Estimate
probability

Estimate
severity

1As controls for hazards are identified and selected the hazards are
  reassessed as in Step 2

Step 4. Implement Controls

Step 5. Supervise and Evaluate

Supervise Evaluate

MISSIONS

New 
Controls

New 
Hazards

Lessons
Learned

Apply METT-T

Make
decision

Step 3. Develop Controls and 
Make Risk Decision

Determine residual risk 
level for each hazard 
and overall residual 
mission risk 1

Develop
controls

Figure 2-7. Continuous Application of Risk Management 
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Pitfalls arise when risk management tools are used without
adaptation to the factors of METT-T. Using a standardized risk
assessment card or checklist may be of some value initially in the
mission analysis and COA development or in cases where a routine
task is performed in an unchanging environment or static situation.
However, such a tool used alone will not likely identify all hazards for
every mission in a changing operational environment.

Completing the risk assessment alone, but failing to identify
effective controls, usually results in a GO or NO-GO decision based on
the initial risk. If the risk assessment does not accurately identify the
hazards and determine the level of residual risk, the leader is likely to
make his risk decision based upon incomplete or inaccurate
information. If the risk assessment places missions in a routine, low-
risk category, the commander may not be informed of a risk decision
resulting in an accepted risk level that could imperil his or his higher
commander ’s intent or other affected organizations. The risk
management process is intended to provide reasonable controls to
support mission accomplishment without exposing the force to
unnecessary residual risk.
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Appendix

Examples of Risk Management Application

The examples in this appendix are designed to help
those charged with managing risk.

TRACKING TOOL
The work sheet instructions are in Figure A-1.
SH-2-24

Work Sheet Instructions

Self explanatory

Identify task relating to the mission or task in Block A

Identify Hazards  – Identify hazards by reviewing METT-T factors for 
the mission or task. Additional factors include historical lessons learned, 
experience, judgment, equipment characteristics and warnings, and 
environmental considerations.

Assess Hazards –  Assessment includes historical lessons learned, 
intuitive analyses, experience, judgment, equipment characteristics and 
warnings, and environmental considerations.  Determine initial risk for each 
hazard by applying risk assessment matrix (Figure 2-4).  Enter the risk level 
for each hazard.

Develop Controls –  Develop one or more controls for each hazard 
that will either eliminate the hazard or reduce the risk (probability 
and/or severity) of a hazardous incident.  Specify who, what, where, why, 
when, and how for each control.  Enter controls.

Determine Residual Risk –  Determine the residual risk for each
hazard by applying the risk assessment matrix (Figure 2-4).  Enter the 
residual risk level for each hazard.

Implement Controls –  Decide how each control will be put into 
effect or communicated to the personnel who will make it happen (written or 
verbal instruction; tactical, safety, garrison SOPs, rehearsals).  Enter controls.

Determine Overall Mission/Task Risk –  Select the highest residual
risk level and circle it.  This becomes the overall mission or task risk level.  
The commander decides whether the controls are sufficient to accept the 
level of residual risk.  If the risk is too great to continue the mission or task, 
the commander directs development of additional controls or modifies, 
changes, or rejects the COA.

Supervise and Evaluate –  This last step is not on the worksheet.  
Plan how each control will be monitored for implementation (continuous 
supervision, spot-checks) and reassess hazards as the situation changes.  
Determine if the controls worked and if they can be improved.  Pass on 
lessons learned.

Block

A – D

E

F

G

H

I

J

K

Figure A-1. Risk Management Work Sheet Instructions
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 The work sheet (Figure A-2) provides a starting point to logically
track the process of hazards and risks. It can be used to document risk
management steps taken during planning, preparation, and execution
of training and combat missions and tasks.
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Examples provided in Figures A-3 through A-6 should help
individuals manage risk at the tactical level.
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Figure A-3. Example of Completed Risk Management Work Sheet
for Squad/Platoon



                                 
Glossary

AAR after-action review

ADA air defense artillery 

ARFOR army forces headquarters

ARTEP Army Training and Evaluation Program

assessment an analytical process to determine an 
organization’s current levels of proficiency 
on a specific objective (for example, a training 
objective or risk management 
implementation) (CJCSM 3500.03)

base operations
support

the provision of administrative and logistical 
services; includes supply operations, 
maintenance of materiel, personnel support, 
base services and administrative services  
rendered by or through activities of the 
supporting installation

 BASOPS base operations support

 C2 command and control

COA course of action

CofS chief of staff 

combat power the total means of destructive and/or 
disruptive force that a military unit or 
formation can apply against an opponent at a 
given time; a combination of the effects of 
maneuver, firepower, protection, and 
leadership

controls actions taken to eliminate hazards or reduce 
their risk 

CP command post

CSS combat service support

CTC combat training center
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danger exposure or vulnerability to harm or risk; the 
balance between the chance or probability of 
a hazardous incident and the result of the 
hazardous incident 

EAC echelons above corps

evaluation the process used to measure the 
demonstrated ability to accomplish specified 
objectives such as training within a discrete 
event or exercise (CJCSM 3500.03); 
measurement of the demonstrated ability of 
soldiers or units to perform a task and 
supporting skill and knowledge or learning 
objective against the established standard

exposure the frequency and length of time personnel 
and equipment are subjected to a hazard

FM field manual

FRAGO fragmentary order

fratricide the employment of friendly weapons and 
munitions with the intent to kill the enemy or 
destroy his equipment or facilities, which 
results in unforeseen and unintentional death 
or injury to friendly personnel

friction the accumulation of chance errors, 
unexpected difficulties, enemy actions, and 
confusion of battle

FSO fire support officer 

G3 general staff operations section

hazard any actual or potential condition that can 
cause injury, illness, or death of personnel, 
damage to or loss of equipment, property or 
mission degradation (FM 101-5); a condition 
or activity with potential to cause damage, 
loss or mission degradation (Joint Pub 1-02) 

inherently
dangerous

an activity or task containing a danger to life 
or limb that is a permanent and inseparable 
element of the activity

IPB intelligence-preparation-of-the-battlefield

IR infrared
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LOA limit of advance

LOGCAP Logistics Civil Augmentation Program

METL mission-essential task list

METT-T mission, enemy, terrain, troops, and time 
available

MOS military occupational specialty

MTP mission training plan

NBC nuclear, biological, chemical

NVD night vision device

OCOKA O - observation and fields of fire, C - cover 
and concealment, O - obstacles, K - key 
terrain and decisive terrain, A - avenues of 
approach

OPCON operational control

operational tempo the pace of an operation or operations; 
OPTEMPO includes all of the activities the 
unit is conducting; OPTEMPO can be a single 
activity or a series of operations

OPLAN operations plan

OPORD operations order

OPTEMPO operational tempo

personnel tempo unit work load level and number of deployed 
days per year

PERSTEMPO personnel tempo

PIR priority intelligence requirements 

probability the likelihood that a hazardous incident will 
occur

PVO private voluntary organization

residual risk the level of risk remaining after controls have 
been identified and selected for hazards that 
may result in loss of combat power

risk chance of hazard or bad consequences; the 
probability of exposure to chance of injury or 
loss from a hazard; risk level is expressed in 
terms of hazard probability and severity 
(FM 101-5)
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risk assessment identification and assessment of hazards 
(first two steps of risk management process); 
an identified hazard is assessed to determine 
the risk (both the probability of occurrence 
and resulting severity) of a hazardous 
incident due to the presence of the hazard

risk decision the decision to accept or not accept the risks 
associated with an action; made by the 
commander, leader, or individual responsible 
for performing that action

risk management the process of identifying, assessing, and 
controlling risks arising from operational 
factors and making decisions that balance 
risk cost with mission benefits

risk management
integration

the embedding of risk management 
principles and practices into Army 
operations, culture, organizations, systems, 
and individual behavior

S3 operations officer 

severity the expected consequence of an event 
(hazardous incident) in terms of degree of 
injury, property damage, or other mission-
impairing factors (loss of combat power and 
so on) that could occur 

situational
awareness

ability to have accurate and real-time 
information on friendly, enemy, neutral, and 
noncombatant locations; a common, relevant 
picture of the battlefield scaled to specific 
level of interest and special need

SOP standing operating procedure

T&EO test and evaluation outline

TACSOP tactical standing operating procedure

TC training circular

TF task force

US United States

XO executive officer
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Student Handout 3 
 

 
 This student handout contains the Case Study. 
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Student Handout 3 

 
Case Study 1 
 

 
Title  Risk Management Assessment 

 
 
Introduction As a platoon sergeant, you need to continuously conduct and monitor risk 

assessments to protect your soldiers and their equipment from mishaps and to 
preserve resources within your unit. 

 
 

Motivator This case study will reinforce your ability to appraise a risk assessment for 
completeness. 

 
 

Safety 
Requirements 

None 

 
 
Risk 
Assessment 
Level 

Low 

 

 
Environmental 
Considerations 

None 

 
 
Evaluation This is not a graded exercise.  You may keep this case study for future reference. 

 
 
Instructional 
Lead-in 

This case study will give you the experience in monitoring, evaluating, and 
implementing a viable risk assessment process into your daily activities. 

 
 
Resource 
Requirements 

None 
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Special 
Instructions 

     You will discuss this case study during the lesson presentation.  You may also use 
FM 100-14 (SH-2) to assist in discussing this case study. 

 
 
Scenario You are a platoon sergeant in a light infantry company.  Your unit is to conduct its 

annual weapons qualification (M16A2) in less than 30 days.  Your unit will also conduct 
Hands-on Performance Oriented Training (HOPOT) the day before, in the company area, 
to satisfy the Pre-marksmanship Instruction (PMI).  This will consist of classes on proper 
sight picture and alignment; breathe, relax, aim, squeeze (BRAS) techniques; 
dime/washer exercise; and assuming a proper firing position (standing supported and 
unsupported, prone supported and unsupported). Your unit will conduct Common Task 
Training (CTT) in the cleared area across the street from the firing line for personnel 
waiting to fire. 

Your platoon has 40 soldiers assigned.  Of the 40 soldiers, twelve are new to the 
platoon (within the last 3 to 4 months, which includes two squad leaders), ten have been 
with the platoon for 4 to 12 months and the rest have been with the platoon more than a 
year.  A recent training assessment indicated your platoon was well trained.  The 
breakdown of platoon personnel is as follows (not counting the commander or first 
sergeant): 

LTs – 1  (Platoon Leader)  
SFCs– 1  (Platoon Sergeant) 
SSGs– 4  (Squad Leaders) 
SGTs – 5 
CPLs – 5 
SPCs – 9 
PFCs – 7 
PV2s – 8 
Your platoon will conduct a tactical road march, to the rifle range and back to the 

company area, which is approximately 5 miles from the company area, consisting of 
sandy and/or hard-packed, mostly flat, terrain.  Each soldier will carry his or her own 
assigned weapon, LCE, two full canteens of water, and a 30 pound ruck sack (carrying 
their own meals, 2 extra quarts of water, and other essential items).     
     Your platoon will depart at 0400 to be at the range NLT 0630, to commence firing NLT 
0800.  Plan to be on the range until at least 1500.  This will mean the platoon will eat at 
least two meals of Meals Ready to Eat (MREs) at the range location.  

The weather should be cold, with a morning temperature in the mid to low 30s, and an 
afternoon temperature in the mid to high 40s.  Winds will be between 5-15 mph.  The 
average precipitation for the next thirty days is usually 1 inch to 1.75 inches for your area 
of the country (which if cold enough could be snow or freezing rain).   
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Scenario, 
continued 

     Last week you gave instructions to the second squad leader to conduct a risk 
assessment for the entire platoon since they will be the squad in charge of the range for 
that day.  The squad leader submitted the completed Risk Management Worksheet this 
morning for you to review.  (See the completed Risk Management Worksheet below). 

  
 

 
Risk 
Managemen
tWorksheet 
 

     This is the Risk Management Worksheet the squad leader submitted.  You will use 
this to participate in the classroom discussion.  

 
 

RISK MANAGEMENT WORKSHEET 
A.  Mission or Task: 
 Annual Weapons Qualification 

B.  Date/Time Group: 
        Begin:  0400ADDMMMYY    
        End:    1730ADDMMMYY 

C.  Date Prepared: 
DDMMMYY 

D.  Prepared By:  (Rank, Last Name, Duty Position)   
SSG B. Allucanbe, Squad Leader, 1st Squad 
E.  Task F:  Identify 

Hazards 
G:  Assess 
Hazards 

H.  Develop 
     Controls 

I:  Determine   
    Residual  
    Risk 

J:  Implement 
Controls  

(“How To”) 
Annual Cold Weather           E 

Weapon
s 

Uniform M 

Qualifi- New soldiers M 
cation & Dehydration H 
Tactical Limited visibility 

(darkness) 
E 

Road Equipment load H 
March  Blistered feet H 

 Range safety E 
   
   
   
   

Awarenes
s 
Training 
Training 
Awarenes
s 
Acclimate 
Training 
Awarenes
s 
Briefings 
 
 
 
 

H 
L 
L 
M 
H 
M 
M 
H 

 
 
 
 

TB Med 507
Unit SOP 
Rehearsals 
Unit SOP 
Safety SOP 
Unit SOP 
Unit SOP 
Range SOP 
 
 
 
 

K.  Determine overall mission/task risk level after controls are implemented (circle one): 

       
      LOW (L) 
 

MODERATE (M)    HIGH (H) EXTREMELY HIGH (E) 
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 HANDOUTS FOR LESSON 1:  T423 version 1 
 
This Appendix 
Contains 

This appendix contains the items listed in this table-- 

 
              Title/Synopsis                Pages 

SH-1, Advance Sheet SH-1-1 and SH-1-2 
SH-2, Extract from ARTEP 7-8-MTP. SH-2-1 to SH-2-17 
SH-3, Extract from FM 7-0 Training The Force SH-3-1 to SH-3-68 
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Student Handout 1 

 
 

This student handout contains The Advance Sheet. 
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Student Handout 1 
 
Advance Sheet              

 
 
Lesson Hours         This lesson consist of 2 hours of small group instruction. 
  

Overview This lesson will provide you the information you must know to train your soldiers in 
order to prepare to go to war.  You have the responsibility to insure that every soldier 
under your control receives the most realistic training possible.  Remember no soldier 
deserves to die in combat because he was not properly trained. 

 
 
Learning 
Objectives 

 
The Terminal Learning Objective for this lesson is: 
 
Action: Determine Training Management  Requirements at the Platoon 

Level. 
Conditions: While serving as a platoon sergeant in simulated operational 

conditions in a classroom environment IAW FM ARTEP-7-8-
MTP and FM 7-0. 

Standards: Review the METL development IAW ARTEP-7-8 and FM 7-0. 
  

 
 ELO A  Review the principles of training that support battle focus. 

 
ELO B  Identify the mission essential task list (METL) development process. 

 
ELO C  Describe the Training Planning Process. 

  
 

 
Assignments 
 

The student assignments for this lesson are: 

• Read Student Handout 1, Advance Sheet. 

• Read Student Handout 2, Extract from ARTEP 7-8-MTP 

• Read Student Handout 3, Extracted from FM 7-0, chapters 2 thru 4. 

   
 
Additional          None  
Subject Area 
Resources 

  
 
Bring to Class  

 
• All Reference material received for this lesson. 
• Pencil or pen and writing paper. 
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                            Student Handout 2 
 

  
This student handout contains Extract from ARTEP-7-8-MTP, issued 5 Oct 01. 
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ARTEP 7-8-MTP 
Headquarters 
Department of the Army 
Washington, DC, 05 October 2001 

ARTEP 7-8-MTP 

Mission Training Plan for the Infantry 
Rifle Platoon and Squad 

 
 

Table of Contents 
 

NOTICE:  
 

This document is generated from relational data submitted by the 
proponent. Chapters 1, 3, 4, and 6 are not included in this 
electronic/relational presentation of training data. The complete, 
authenticated document is available for download when a "Download 
Instructions" button appears at the top of the screen.  

 
Questions relating to information displayed should be addressed to the 
proponent school.  

CHAPTER 1 - GENERAL 
No Data Available 

CHAPTER 2 - TRAINING MATRIXES 
2-1 General  
2-2 Training Matrix Description  
2-3 Training Matrix 1 (Mission to Collective Task Matrix)  
2-4 Training Matrix 2 (Publication Reference to Collective Task Matrix)  
2-5 Training Matrix 3 (Collective Task to Individual Task Matrix)  
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ARTEP 7-8-MTP CHAPTER 2 - TRAINING MATRIXES 
NOTICE:  

This document is generated from relational data submitted by the 
proponent.  

 
Questions relating to information displayed should be addressed to the 
proponent school.  

2-1. General 
Training matrixes are designed to help plan unit training. The matrixes provide an 
organized set of relationships that make the planning job easier.  

2-2. Training Matrix Description 
There are three matrixes in this chapter.  
 

Table 2-1. Location of Training Matrixes 
Training Matrix 1  Mission to Collective Task Matrix  
Training Matrix 2  Publication Reference to Collective Task Matrix  
Training Matrix 3  Collective Task to Individual Task Matrix  
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NOTICE:  
This document is generated from relational data submitted by the proponent.  

 
Questions relating to information displayed should be addressed to the proponent 
school.  

2-3. Training Matrix 1 (Mission to Collective Task Matrix) 
This training matrix displays the relationship between the unit mission and the component 
collective tasks. The collective tasks are listed under the appropriate combined arms 
functional systems. This matrix is provided to plan training on missions directed by the 
commander. To use this matrix, determine the mission you are concerned with and look 
down the vertical column to find the collective tasks that are subordinate parts of the 
mission. Determine which of the collective tasks to concentrate on based on the 
demonstrated and perceived proficiency of the unit. The least practiced or least 
demonstrated proficiency will have a higher priority for training and evaluation. 
Remember, training should concentrate on those tasks that are not performed to standard.  

Table 2-2. Training Matrix 1 (Mission to Collective Task Matrix) 
  MISSION 
                
 
 
 
COLLECTIVE TASK 

 
 
 
 
T&EO 

 
 
 
 
Defen
se 

 
 
 
Generic
Mission

 
 
 
 

Offense

Proivde 
Engineer 
Support 
to 
Stability 
Operations

 
Provide 

Engineering 
to Support 
Operations 

 
Reconnai

ssance 
and 

Security

 
 
 
 
Retrograde 

 
Deploy/Conduct Maneuver 
Assault a Building (Infantry Platoon/Squad)  07-3-1000   X      
Conduct a Deliberate Attack (Infantry 
Platoon/Squad)  

07-3-1009   X      

Breach an Obstacle (Infantry Platoon/Squad)  07-3-1027  X       
Clear a Trench Line (Infantry Platoon/Squad)  07-3-1036   X      
Conduct a Bypass (Infantry/Reconnaissance 
Platoon/Squad)  

07-3-1045   X      

Conduct a Defense (Infantry/Reconnaissance 
Platoon/Squad)  

07-3-1054 X        

Conduct a Delay (Infantry Platoon/Squad)  07-3-1063       X  
Conduct a Disengagement 
(Infantry/Reconnaissance Platoon/Squad)  

07-3-1072       X  

Conduct a Link-up 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-1081  X       

Conduct a Movement to Contact 
(Infantry/Reconnaissance Platoon/Squad)  

07-3-1090   X      

Conduct a Passage of Lines as the Passing 
Unit (Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-1099  X       
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  MISSION 
                
 
 
 
COLLECTIVE TASK 

 
 
 
 
T&EO 

 
 
 
 
Defen
se 

 
 
 
Generic
Mission

 
 
 
 

Offense

Proivde 
Engineer 
Support 
to 
Stability 
Operations

 
Provide 

Engineering 
to Support 
Operations 

 
Reconnai

ssance 
and 

Security

 
 
 
 
Retrograde 

Report Tactical Information 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-2054  X       

 
Employ Firepower 
Conduct Overwatch and or Support by Fire 
(Antiarmor/Infantry Platoon/Squad)  

07-3-1252   X      

Employ Fire Support 
(Infantry/Reconnaissance Platoon/Squad)  

07-3-3009  X       

 
Exercise Command and Control 
Conduct a Rehearsal 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-5000  X       

Conduct Consolidation and Reorganization 
(Infantry/Reconnaissance Platoon/Squad)  

07-3-5009  X       

Conduct Risk Management 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-5027  X       

Conduct Troop-leading Procedures 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-5036  X       

Establish Radio Communications 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-5054  X       

Occupy an Assembly Area 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-5063  X       

Prepare for Combat 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-5081  X       

 
Perform CSS and Sustainment 
Handle Enemy Prisoners of War 
(Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-4009  X       

Perform Resupply Operations 
(Antiarmor/Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-4018  X       

Process Captured Documents and 
Equipment (Infantry/Mortar/Reconnaissance 
Platoon/Squad)  

07-3-4027  X       

NOTICE:  
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This document is generated from relational data submitted by the proponent.  
 

Questions relating to information displayed should be addressed to the proponent 
school.  

2-4. Training Matrix 2 (Publication Reference to Collective Task 
matrix) 

This training matrix identifies the references that contain detailed information about the 
collective tasks the unit must perform. This matrix is used to identify references to be used 
as sources of information about the tasks being used.  

Table 2-3. Training Matrix 2 (Publication Reference to Collective Task Matrix). 
Task Title  Task 

Number 
Publication Reference  

Deploy/Conduct Maneuver 
   

Assault a Building (Infantry Platoon/Squad) 07-3-
1000  

FM 7-5 (3-21.9), FM 7-7J, FM 7-8, FM 90-
10(HTF), FM 90-10-1  

Conduct a Deliberate Attack (Infantry 
Platoon/Squad) 

07-3-
1009  

FM 7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8, 
FM 7-85  

Breach an Obstacle (Infantry Platoon/Squad) 07-3-
1027  

FM 100-14, FM 21-60, FM 24-35, FM 3-34.2, 
FM 7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8, 
FM 7-85  

Clear a Trench Line (Infantry Platoon/Squad) 07-3-
1036  

FM 7-5 (3-21.9), FM 7-7J, FM 7-8  

Conduct a Bypass (Infantry/Reconnaissance 
Platoon/Squad) 

07-3-
1045  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-92  

Conduct a Defense (Infantry/Reconnaissance 
Platoon/Squad) 

07-3-
1054  

FM 7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8  

Conduct a Delay (Infantry Platoon/Squad) 07-3-
1063  

FM 7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8, 
FM 7-85  

Conduct a Disengagement 
(Infantry/Reconnaissance Platoon/Squad) 

07-3-
1072  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8  

Conduct a Link-up 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
1081  

FM 100-14, FM 100-55, FM 21-60, FM 24-35, 
FM 24-35-1, FM 7-4 (3-21.94), FM 7-5 (3-
21.9), FM 7-7, FM 7-7J, FM 7-8, FM 7-85, FM 
7-90, FM 7-92  

Conduct a Movement to Contact 
(Infantry/Reconnaissance Platoon/Squad) 

07-3-
1090  

FM 100-14, FM 21-60, FM 24-35, FM 24-35-1, 
FM 6-30, FM 7-4 (3-21.94), FM 7-5 (3-21.9), 
FM 7-7, FM 7-7J, FM 7-8, FM 7-85, FM 7-92  

Conduct a Passage of Lines as the Passing Unit 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
1099  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-90, FM 7-92 

Conduct a Passage of Lines as the Stationary 
Unit (Infantry/Reconnaissance Platoon/Squad) 

07-3-
1108  

FM 100-14, FM 21-60, FM 24-35, FM 24-35-1, 
FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
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Task Title  Task 
Number 

Publication Reference  

FM 7-7J, FM 7-8, FM 7-85, FM 7-92  
Operate in an Electronic Warfare Environment 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
2027  

FM 21-60, FM 24-19, FM 24-33, FM 24-35, 
FM 24-35-1, FM 34-40-7, FM 7-4 (3-21.94), 
FM 7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8, 
FM 7-85, FM 7-90, FM 7-92  

Reconnoiter a Built-up Area 
(Infantry/Reconnaissance Platoon/Squad) 

07-3-
2036  

FM 100-14, FM 100-55, FM 17-98, FM 21-60, 
FM 24-35, FM 24-35-1, FM 7-4 (3-21.94), FM 
7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8, FM 7-
85, FM 7-92, FM 90-10(HTF), FM 90-10-1  

Report Tactical Information 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
2054  

FM 101-5-2, FM 7-4 (3-21.94), FM 7-5 (3-
21.9), FM 7-7, FM 7-7J, FM 7-8, FM 7-85, FM 
7-90, FM 7-92  

Employ Firepower 
   

Conduct Overwatch and or Support by Fire 
(Antiarmor/Infantry Platoon/Squad) 

07-3-
1252  

FM 100-14, FM 100-55, FM 20-3, FM 20-32, 
FM 21-60, FM 23-23, FM 24-35, FM 24-35-1, 
FM 7-5 (3-21.9), FM 7-7, FM 7-7J, FM 7-8, 
FM 7-85, FM 7-91  

Employ Fire Support (Infantry/Reconnaissance 
Platoon/Squad) 

07-3-
3009  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-90, FM 7-92 

Exercise Command and Control 
Conduct a Rehearsal 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
5000  

FM 101-5, FM 7-4 (3-21.94), FM 7-5 (3-21.9), 
FM 7-7, FM 7-7J, FM 7-8, FM 7-85, FM 7-90, 
FM 7-92  

Conduct Consolidation and Reorganization 
(Infantry/Reconnaissance Platoon/Squad) 

07-3-
5009  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-92  

Conduct Risk Management 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
5027  

FM 100-14  

Conduct Troop-leading Procedures 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
5036  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-90, FM 7-92 

Establish Radio Communications 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
5054  

FM 24-1, FM 24-12, FM 24-18, FM 24-19  

Occupy an Assembly Area 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
5063  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-92  

Prepare for Combat 
(Infantry/Mortar/Reconnaissance Platoon/Squad)

07-3-
5081  

FM 7-4 (3-21.94), FM 7-5 (3-21.9), FM 7-7, 
FM 7-7J, FM 7-8, FM 7-85, FM 7-90, FM 7-92 

Perform CSS and Sustainment 
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NOTICE:  
This document is generated from relational data submitted by the proponent.  

 
Questions relating to information displayed should be addressed to the proponent 
school.  

2-5. Training Matrix 3 (Collective Task to Individual Task Matrix) 
This training matrix displays the relationship between the unit collective tasks and 
supporting individual tasks. This matrix is used to plan individual training to support 
collective training. To use this matrix, determine the collective tasks that require work 
(tasks that aren't practiced or are performed poorly) and look across the horizontal row to 
find the supporting individual soldier tasks. Remember to determine the individual tasks to 
concentrate on based on basic unit nonproficiency.  

Table 2-4. Training Matrix 3 (Collective Task to Individual Task Matrix). 
Task Title  Task 

Number 
Individual Task Number  

Deploy/Conduct Maneuver 
Assault a Building (Infantry Platoon/Squad) 07-3-1000 No Individual Task linked to Collective Task 
Conduct a Deliberate Attack (Infantry 
Platoon/Squad) 

07-3-1009 052-192-3060, 071-004-0006, 071-010-0006, 071-
010-0007, 071-052-0004, 071-052-0005, 071-052-
0005-A, 071-052-0006, 071-054-0001, 071-054-
0002, 071-054-0003, 071-054-0004, 071-056-0003,
071-311-2007, 071-311-2130, 071-311-6005, 071-
313-4006, 071-313-4007, 071-314-0011, 071-314-
0012, 071-315-2352, 071-316-3002, 071-316-3006,
071-316-3015, 071-317-3302, 071-317-3306, 071-
324-4003, 071-325-4407, 071-326-0502, 071-326-
0503, 071-326-0510, 071-326-5910, 071-326-5921,
071-410-0010, 071-410-0020, 071-420-0007, 071-
710-0002, 071-710-0004, 113-571-1022, 113-587-
2070, 113-587-2071, 301-348-1050  

Breach an Obstacle (Infantry Platoon/Squad) 07-3-1027 052-192-1021, 052-193-1013, 052-193-1025, 052-
193-1025-A, 071-010-0006, 071-025-0001, 071-
025-0003, 071-025-0004, 071-025-0007, 071-311-
2007, 071-311-2025, 071-311-2026, 071-311-2027, 
071-311-2028, 071-311-2029, 071-311-2125, 071-
311-2126, 071-311-2127, 071-311-2128, 071-311-
2129, 071-311-2130, 071-312-4025, 071-312-4026,
071-312-4027, 071-312-4028, 071-315-0091, 071-
325-4407, 071-326-0501, 071-326-0503, 071-326-
0510, 071-326-0512, 071-326-0513, 071-326-0608,
071-326-5502, 071-326-5503, 071-326-5505, 071-
326-5775, 071-328-5301, 071-331-0804, 071-331-
0815, 071-331-0820, 071-410-0020, 071-420-0005,

Conduct Risk Management 07-3-5027 No Individual Task linked to Collective Task 
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Task Title  Task 
Number 

Individual Task Number  

(Infantry/Mortar/Reconnaissance Platoon/Squad) 
Conduct Troop-leading Procedures 
(Infantry/Mortar/Reconnaissance Platoon/Squad) 

07-3-5036 01-5700.01-0001, 01-5700.01-0002, 01-7300.75-
0500, 031-503-2012, 04-3303.01-0020, 04-
3303.02-0014, 04-3306.01-0008, 04-3311.02-0001, 
071-074-0002, 071-074-0017, 071-326-0515, 071-
326-5502, 071-326-5503, 071-326-5505, 071-326-
5626, 071-326-5770, 071-326-5775, 071-329-1000, 
071-329-1001, 071-329-1002, 071-329-1004, 071-
329-1005, 071-329-1006, 071-329-1008, 071-329-
1009, 071-329-1011, 071-329-1012, 071-329-1014,
071-329-1015, 071-329-1018, 071-329-1019, 071-
331-0820, 071-332-5000, 071-332-5000-A, 071-
410-0010, 071-410-0020, 071-510-0001, 071-510-
0002, 071-710-0006, 071-730-0004, 091-309-0710, 
091-309-0711, 113-571-1022, 113-573-4003, 113-
573-4006, 113-573-8006, 171-122-1012, 551-721-
3359, 551-721-3359-A, 850-001-2001, 850-001-
3001, 850-001-4001  

Establish Radio Communications 
(Infantry/Mortar/Reconnaissance Platoon/Squad) 

07-3-5054 01-5700.01-0001, 01-5700.01-0002, 01-5700.01-
0003, 113-573-8006  

Occupy an Assembly Area 
(Infantry/Mortar/Reconnaissance Platoon/Squad) 

07-3-5063 031-503-2001, 031-503-2008, 031-503-3008, 052-
191-1501, 052-192-3032, 052-192-3032-A, 071-
010-0001, 071-010-0002, 071-025-0010, 071-025-
0010-A, 071-032-0006, 071-311-2006, 071-312-
4004, 071-312-4032, 071-325-4425, 071-325-4426, 
071-326-0513, 071-326-5502, 071-326-5503, 071-
326-5505, 071-326-5703, 071-326-5704, 071-326-
5705, 071-326-5770, 071-326-5775, 071-331-0801, 
071-331-0852, 071-730-0004, 071-730-0008, 113-
571-1022, 113-573-0002  

Prepare for Combat 
(Infantry/Mortar/Reconnaissance Platoon/Squad) 

07-3-5081 No Individual Task linked to Collective Task 

Perform CSS and Sustainment 
Handle Enemy Prisoners of War 
(Infantry/Mortar/Reconnaissance Platoon/Squad) 

07-3-4009 No Individual Task linked to Collective Task 

Perform Resupply Operations 
(Antiarmor/Infantry/Mortar/Reconnaissance 
Platoon/Squad) 

07-3-4018 071-326-5503, 071-334-4002  

 
 

CHAPTER 3 - MISSION OUTLINES 
No Data Available 
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CHAPTER 4 - TRAINING EXERCISES 
No Data Available 

CHAPTER 5 - TRAINING EVALUATION OUTLINES 
5-1 General  
5-2 Structure  
5-3 Format  
5-4 Use of T&EO  
5-5 Training and Evaluation Outlines  

 
Deploy/Conduct Maneuver 
07-3-1000  Assault a Building (Infantry Platoon/Squad)  
07-3-1009  Conduct a Deliberate Attack (Infantry Platoon/Squad)  
07-3-1027  Breach an Obstacle (Infantry Platoon/Squad)  
07-3-1036  Clear a Trench Line (Infantry Platoon/Squad)  
07-3-1045  Conduct a Bypass (Infantry/Reconnaissance Platoon/Squad)  
07-3-1054  Conduct a Defense (Infantry/Reconnaissance Platoon/Squad)  
07-3-1063  Conduct a Delay (Infantry Platoon/Squad)  
07-3-1072  Conduct a Disengagement (Infantry/Reconnaissance Platoon/Squad)  
07-3-1081  Conduct a Link-up (Infantry/Mortar/Reconnaissance Platoon/Squad)  
07-3-1090  Conduct a Movement to Contact (Infantry/Reconnaissance 

Platoon/Squad)  
07-3-1099  Conduct a Passage of Lines as the Passing Unit 

(Infantry/Mortar/Reconnaissance Platoon/Squad)  
07-3-1108  Conduct a Passage of Lines as the Stationary Unit 

(Infantry/Reconnaissance Platoon/Squad)  
07-3-1117  Conduct a Presence Patrol (Antiarmor/Infantry/Reconnaissance 

Platoon/Squad)  
07-3-1126  Conduct a Raid (Infantry Platoon/Squad)  
07-3-1135  Conduct a Deliberate Relief in Place (Infantry/Mortar/Reconnaissance 

Platoon/Squad)  
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CHAPTER 5 - TRAINING EVALUATION OUTLINES, continued 
 

Develop Intelligence 
07-3-2000  Conduct a Route Reconnaissance (Infantry/Reconnaissance 

Platoon/Squad)  
07-3-2009  Conduct an Area or Zone Reconnaissance (Infantry/Reconnaissance 

Platoon/Squad)  
07-3-2018  Establish an Observation Post (OP) 

(Antiarmor/Infantry/Reconnaissance Platoon/Squad)  
07-3-2027  Operate in an Electronic Warfare Environment 

(Infantry/Mortar/Reconnaissance Platoon/Squad)  
07-3-2036  Reconnoiter a Built-up Area (Infantry/Reconnaissance Platoon/Squad) 
07-3-2054  Report Tactical Information (Infantry/Mortar/Reconnaissance 

Platoon/Squad)  
 
Employ Firepower 
07-3-1252  Conduct Overwatch and or Support by Fire (Antiarmor/Infantry 

Platoon/Squad)  
07-3-3009  Employ Fire Support (Infantry/Reconnaissance Platoon/Squad)  
 
Exercise Command and Control 
07-3-5000  Conduct a Rehearsal (Infantry/Mortar/Reconnaissance Platoon/Squad) 
07-3-5009  Conduct Consolidation and Reorganization (Infantry/Reconnaissance 

Platoon/Squad)  
07-3-5027  Conduct Risk Management (Infantry/Mortar/Reconnaissance 

Platoon/Squad)  
07-3-5036  Conduct Troop-leading Procedures (Infantry/Mortar/Reconnaissance 

Platoon/Squad)  
07-3-5054  Establish Radio Communications (Infantry/Mortar/Reconnaissance 

Platoon/Squad)  
07-3-5063  Occupy an Assembly Area (Infantry/Mortar/Reconnaissance 

Platoon/Squad)  
07-3-5081  Prepare for Combat (Infantry/Mortar/Reconnaissance Platoon/Squad)  
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07-3-5063 
NOTICE:  

This document is generated from relational data submitted by the proponent.  
 

Questions relating to information displayed should be addressed to the proponent 
school.  

TASK: Occupy an Assembly Area (Infantry/Mortar/Reconnaissance Platoon/Squad) (07-
3-5063)  

(FM 7-4 (3-21.94)) (FM 7-5 (3-21.9)) (FM 7-7) (FM 7-7J) (FM 7-8) (FM 7-85) (FM 7-92)  
ITERATION  1 2 3 4 5 M (circle) 
TRAINING STATUS   T P U   (circle) 

CONDITION: The platoon is conducting operations as part of a larger force and has 
received an operation order (OPORD) or fragmentary order (FRAGO) to occupy an 
assembly area (AA) at the location and time specified. All necessary personnel and 
equipment are available. The platoon has communications with higher, adjacent, and 
subordinate elements. The platoon has been provided guidance on the rules of engagement 
(ROE) and or rules of interaction (ROI). Coalition forces and noncombatants may be 
present in the operational environment. Some iterations of this task should be conducted 
during limited visibility conditions.  

Some iterations of this task should be performed in MOPP4.  

TASK STANDARD: The platoon occupies the AA in accordance with the order and or 
commander's guidance. The platoon enters the AA without stopping or blocking the route 
of march, moves all personnel and equipment to their assigned positions not later than 
(NLT) the time specified in the order, establishes priority of work, establishes local 
security, and maintains appropriate readiness condition (REDCON) levels. The platoon 
complies with the ROE and or ROI.  

TASK STEPS and PERFORMANCE MEASURES  GO NO 
GO  

*1. Platoon leader gains and or maintains situational understanding using information that is 
gathered from FORCE XXI Battle Command - Brigade and Below (FBCB2) (if applicable), 
frequency modulated (FM) communications, maps, intelligence summaries, situation reports 
(SITREPs), and or other available information sources.  

*2. Platoon leader receives an OPORD or FRAGO and issues warning order (WARNO) to the 
platoon using FBCB2, FM, or other tactical means.  

*3. Platoon leader plans using troop-leading procedures.  

a. Conducts a digital and or conventional map reconnaissance.  

(1) Identifies tentative rally points.  
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(2) Identifies likely enemy avenues of approach.  

(3) Marks tentative dismount points on digital and conventional maps as 
appropriate.  

b. Plans and coordinates indirect fire support and or close air support, if available.  

c. Identifies direct fire responsibilities.  

d. Addresses actions on chance contact with the enemy.  

*4. Platoon leader disseminates digital reports (if applicable), overlays, and other pertinent 
information to each squad to keep them abreast of the situation.  

*5. Platoon leader assigns personnel to perform quartering party duties IAW guidance and or 
TSOP.  

a. Briefs personnel on platoon requirements for the quartering party.  

*6. Platoon leader issues orders and instructions to include ROE and or ROI.  

7. Platoon conducts a rehearsal.  

*8. Platoon leader issues FRAGOs, as necessary, to address changes to the plan identified 
during the rehearsal.  

9. Quartering party clears the release point (RP) and moves to the AA.  

a. Assists in reconnaissance of the route and the proposed AA.  

b. Assists in improving and marking entrances, exits, and internal routes.  

c. Assists in marking obstacles, mines, and contaminated areas.  

d. Selects and marks tentative platoon vehicle, weapons, and dismounted team positions 
IAW OPORD, FRAGO, or SOP.  

e. Maintains surveillance and provides security of the area until the arrival of the 
platoon.  

f. Posts guides in covered and concealed positions to guide platoon to its initial position 
without halting.  

10. Platoon clears the RP and moves to AA.  

11. Platoon performs initial occupation of the AA.  

a. Follows directions from guides and moves into marked positions.  

b. Orients weapon systems to cover sectors of responsibility.  

c. Follows proper cool-down procedures, shuts down engines simultaneously, if 
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applicable.  

*12. Platoon leader/platoon sergeant (PSG) initiates assembly area activities.  

a. Reviews organization of the AA with quartering party personnel.  

b. Designates section direct fire responsibilities.  

c. Directs section/team leaders and VCs to prepare sector sketches.  

d. Keeps the company commander informed of the status of the operation, taking the 
following steps as necessary:  

(1) Reports platoon's arrival at the AA.  

(2) Reports completion of initial occupation of AA positions.  

(3) Prepares and forwards situation reports (SITREPs) to the commander, as 
necessary, throughout the operation .  

e. Determines security procedures, REDCON level, and priorities of work.  

13. Platoon establishes and maintains local security under direction from the platoon leader.  

a. Assigns each section a sector of the perimeter to ensure mutual support and to cover 
all gaps by observation and fire.  

b. Establishes patrols to prevent infiltration and to clear possible enemy observation 
posts (OPs) within assigned sector (if applicable).  

c. Designates an OP and selects OP personnel.  

d. Ensures the OP has communications with the platoon.  

e. Warns the platoon of any enemy approach before the platoon is attacked (OP).  

f. Camouflages equipment.  

g. Enforces noise, light, and litter discipline.  

14. Based on the priority of work established by the platoon leader, the platoon (can vary by 
platoon TSOP and (factors of mission, enemy, terrain and weather, troops, time available, and 
civilian considerations [METT-TC].)  

a. Positions weapon systems and assigns sectors of fire.  

b. Positions other assets attached to the platoon.  

c. Establishes wire communications.  

d. Designates final protective line (FPL) and final protective fires (FPFs).  

e. Clears fields of fire and prepares range cards and sector sketches.  
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f. Camouflages the positions  

g. Coordinates with adjacent elements left, right, forward, and to the rear, if applicable.  

(1) Ensures there are no gaps between elements.  

(2) Exchanges information on OP locations and platoon signals.  

i. Improves primary fighting positions by adding such things as overhead cover.  

j. Prepares alternate positions, then supplementary positions.  

k. Establishes a sleep and rest plan.  

l. Reconnoiters routes.  

m. Adjusts positions or control measures as required.  

n. Stockpiles ammunition, food, and water.  

o. Digs trenches to connect positions.  

p. Continues to improve positions.  

*15. Platoon leader forwards a sector sketch to the company commander and keeps one for 
platoon use.  

16. Platoon performs field sanitation operations.  

a. Maintains adequate supply of potable water.  

b. Establishes latrines and hand washing facilities.  

c. Performs personal hygiene activities.  

17. Platoon assumes specified REDCON level, taking one of the following steps:  

a. Assumes REDCON-1 (Full alert). Note: A period of maximum preparedness, 
REDCON-1 ensures that all platoon personnel are alert and prepared for action 
immediately. Infantry squads, to include OPs, are recalled, and weapons are manned.  

b. Assumes REDCON-2 (Full alert). Note: Equipment is stowed except for wire and 
telephone equipment, if used. Platoon weapons are manned. Infantry squads, OPs and 
chemical alarms are still deployed.  

c. Assumes REDCON-3 (Reduced alert). Note: Fifty percent of each crew/squad stands 
down for feeding, rest, maintenance, or troop leading procedures.  

d. Assumes REDCON-4 (Minimum alert). Note: Seventy five percent of each 
crew/squad stands down for feeding, rest, maintenance, or troop leading procedures. 
Crew-served weapons within each infantry squad are manned. OPs are manned.  
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18. The platoon continues priorities of work, including operations security (OPSEC), 
maintenance, resupply, and rest activities.  

a. Maintains security IAW platoon leader's guidance, order and or TSOP.  

b. Increases REDCON levels progressively as required based on company commander's 
guidance or unit SOP.  

*19. On receipt of further orders, the platoon leader conducts preparations for departing the 
AA.  

a. Reconnoiters route and or calculates time distance for departing the AA, as directed.  

b. Conducts police call to ensure no equipment, supplies, or other items of tactical or 
intelligence value is left behind.  

c. Increases REDCON levels progressively as required based on company commander's 
guidance or TSOP.  

NOTE * Indicates a leader task.  
NOTE + Indicates a critical task.  

 
TASK PERFORMANCE SUMMARY BLOCK 
ITERATION  1 2 3 4 5 M TOTAL  

TOTAL TASK STEPS & 
PERFORMANCE MEASURES EVALUATED  

       

TOTAL TASK STEPS & 
PERFORMANCE MEASURES "GO"  

       

SUPPORTING SOLDIER'S MANUAL TASKS  
031-503-2001  IDENTIFY CHEMICAL AGENTS USING M256-SERIES CHEMICAL AGENT 

DETECTOR KIT  
031-503-2008  USE AND MAINTAIN M8 OR M8A1 CHEMICAL AGENT ALARM  
031-503-3008  IMPLEMENT MISSION-ORIENTED PROTECTIVE POSTURE  
052-191-1501   
052-192-3032   
052-192-3032-A   
071-010-0001  ZERO A NIGHT VISION SIGHT AN/PVS-4 TO AN M249 MACHINE GUN  
071-010-0002  MOUNT A NIGHT VISION SIGHT AN/PVS-4 ON AN M249 MACHINE GUN  
071-025-0010   
071-025-0010-A   
071-032-0006  CONSTRUCT FIELD-EXPEDIENT FIRING AIDSFOR AN M203 GRENADE LAUNCHER 
071-311-2006  CONSTRUCT FIELD_EXPEDIENT FIRING AIDS FOR AN M16A1 or M16A2 RIFLE  
071-312-4004  LAY AN M249 MACHINE GUN USING FIELD EXPEDIENTS  
071-312-4032   
071-325-4425  EMPLOY AN M18A1 CLAYMORE MINE  
071-325-4426  RECOVER AN M18A1 CLAYMORE MINE  
071-326-0513  SELECT TEMPORARY FIGHTING POSITIONS  
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071-326-5502  ISSUE A FRAGMENTARY ORDER  
071-326-5503  ISSUE A WARNING ORDER  
071-326-5505  ISSUE AN ORAL OPERATIONS ORDER  
071-326-5703  CONSTRUCT INDIVIDUAL FIGHTING POSITIONS  
071-326-5704  SUPERVISE CONSTRUCTION OF A FIGHTING POSITION  
071-326-5705  ESTABLISH AN OBSERVATION POST  
071-326-5770  PREPARE A PLATOON SECTOR SKETCH  
071-326-5775  COORDINATE WITH AN ADJACENT PLATOON  
071-331-0801  CHALLENGE PERSONS ENTERING YOUR AREA  
071-331-0852  CLEAR A FIELD OF FIRE  
071-730-0004  PLAN INSTALLATION OF A PLATOON EARLY WARNING SYSTEM AN/TRS-2  
071-730-0008  Employ Field-Expedient Early Warning Devices  
113-571-1022  PERFORM VOICE COMMUNICATIONS  
113-573-0002  CONDUCT OPERATIONS SECURITY (OPSEC) PROCEDURES  
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FM 7-0 
 
Chapter 2 

 
Battle Focused Training 

 
 

The key to fighting and winning is an understanding of “how we train to fight” 
at every echelon.  Training programs must result in demonstrated tactical and 
technical competence, confidence, and initiative in our soldiers and their 
leaders.  Training will remain the Army’s top priority because it is the 
cornerstone of combat readiness! 
                                                                              General Carl E. Vuono 

 
 

Commanders train their units to be combat ready.  Training is their number one priority.  
Commanders achieve this using tough, realistic, and challenging training.  At every echelon, 
commanders must train their unit to the Army standard.  Battle focus enables the commander 
to train units for success on the battlefield.  Using the Army Training Management Cycle, the 
commander continuously plans, executes, and assesses the state of training in the unit.  This 
cycle provides the framework for commanders to develop their unit’s METL, establish 
training priorities, and allocate resources. 
 
Commanders and leaders at all echelons use the Principles of Training to develop and 
execute effective training.  As commanders train their units on METL tasks, senior 
commanders reinforce training by approving and protecting training priorities and providing 
resources. 
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PRINCIPLES OF TRAINING 

2-1. There are ten principles of training. 

 
 
 

• Commanders are Responsible for Training.  Commanders are responsible for 
the training and performance of their soldiers and units.  They are the primary 
training managers and trainers for their organization, are actively engaged in the 
training process, and adhere to the principles shown in figure 2-1.  To accomplish 
their training responsibility, commanders must-- 

 
• Be present at training to maximum extent possible. 
 
• Base training on mission requirements. 
 
• Train to applicable Army standards. 
 
• Assess current levels of proficiency. 
 
• Provide the required resources. 
 
• Develop and execute training plans that result in proficient individuals, 

leaders, and units. 
 

Commanders delegate authority to NCOs in the support channel as the primary 
trainers of individual, crews, and small teams.  Commanders hold NCOs responsible 

Commanders are Responsible for Training
NCOs Train Individuals, Crews, and Small 
Teams
Train as a Combined Arms and Joint Team
Train for Combat Proficiency

Realistic Conditions
Performance-Oriented

Train to Standard Using Appropriate 
Doctrine
Train to Adapt
Train to Maintain and Sustain
Train Using Multiechelon Techniques
Train to Sustain Proficiency
Train and Develop Leaders

Figure 2-1. Principles of Training
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for conducting standards based, performance-oriented, battle focused training and 
provide feedback on individual, crew, and team proficiency. 
 

• NCOs Train Individuals, Crews, and Small Teams.  NCOs continue the 
soldierization process of newly assigned enlisted soldiers, and begin their 
professional development.  NCOs are responsible for conducting standards based, 
performance-oriented, battle focused training.  They identify specific individual, 
crew, and small team tasks that support the unit’s collective mission essential tasks; 
plan, prepare, rehearse, and execute training; and evaluate training and conduct after 
action reviews to provide feedback to the commander on individual, crew, and small 
team proficiency.  Senior NCOs coach junior NCOs to master a wide range of 
individual tasks.   
 

• Train as a Combined Arms and Joint Team.  The Army provides a Joint Force 
Commander (JFC) with trained and ready forces that expand the command’s range of 
military options in full spectrum operations.  Army commanders tailor and train 
forces to react quickly to any crisis.  Army forces provide a JFC the capability to-- 
 

• Seize areas previously denied by the enemy. 
 
• Dominate land operations. 
 
• Provide support to civil authorities. 

 
Army forces seldom operate unilaterally.  Joint interdependence from the individual, 
crew, and small team to the operational level requires training to develop 
experienced, adaptive leaders, soldiers, and organizations prepared to operate with 
joint, and multinational forces and to provide interagency unity of effort. 
 
The fundamental basis for the organization and operation of Army forces is combined 
arms.  Combined arms is the integrated application of several arms to achieve an 
effect on the enemy that is greater than if each arm was used against the enemy 
separately or in sequence.  Integration involves arrangement of battlefield actions in 
time, space, and purpose to produce maximum relative effects of combat power at a 
decisive place and time.  Through force tailored organizations, commanders and their 
staffs integrate and synchronize the Battlefield Operating Systems (BOS) to achieve 
combined arms effects and accomplish the mission. 
 
Today's Army doctrine requires teamwork at all echelons.  Well-trained Army 
combined arms teams can readily perform in joint, multinational, and interagency 
environments.  When committed to battle, each unit must be prepared to execute 
operations without additional training or lengthy adjustment periods.  Leaders must 
regularly practice task organization of habitually associated combat arms, combat 
support, and combat service support capabilities.  Teams can only achieve combined 
arms proficiency and cohesiveness when they train together.  Similarly, peacetime 
relationships must mirror wartime task organization to the greatest extent possible. 
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Commanders are responsible for training all warfighting systems.  The full integration 
of the combined arms team is attained through the task organization approach to 
training management.  Task organizing is a temporary grouping of forces designed to 
accomplish a particular mission. This approach acknowledges that the maneuver 
commander integrates and synchronizes the BOS.  In short, the maneuver 
commander, assisted by higher echelon leaders, forges the combined arms team.  An 
example of a "task organized brigade" and its warfighting systems is depicted at 
figure 2-2. 

 

 
The commander of the "task organized" force must develop a training plan that 
addresses two complementary challenges.  The commander's training plan must 
achieve combined arms proficiency and ensure functional training proficiency of the 
combat arms, combat support, and combat service support units of the task force.  
Combined arms proficiency requires effective integration of BOS functions.  
Effective integration of BOS results in synchronization.  Functional BOS proficiency 
is fundamental for effective BOS integration.  The commander's training plan must 
integrate combined arms and functional training events.   

 
Combined arms training is standards based.  The independent training of functional 
tasks and combined arms tasks to standard will not guarantee the desired effects of 
applying combat power at a decisive place and time.  The standard for effective 
combined arms training requires a sequenced and continuous execution of functional 

X

HHC

MI HHC

HHC

FSB

MP

E

Figure 2-2. Brigade Combat Team

• Armor Battalions
• Infantry Battalion
• Field Artillery Battalion
• Engineer Battalion
• Forward Support Battalion
• Signal Company

• MI Company
• Brigade Recon Troop
• Air Defense Battery
• MP Platoon
• Chemical Platoon

Brigade Combat Team

BRT
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tasks and combined arms tasks to standard in order to achieve “…integrated relative 
combat power at a decisive place and time.”   
 
The role of commanders and NCOs in combined arms training cannot be 
overemphasized. Commanders have training responsibilities that encompass both 
BOS functional task proficiency and special staff officer combined arms task 
proficiency.  Likewise, NCOs have similar training responsibilities to ensure BOS 
related individual and crew functional task proficiency, as well as, individual and 
staff section related combined arms task proficiency.  Combined arms training 
requires commanders’ and NCOs’ active involvement in all phases of training. 
 
Functional proficiency requires expertise in a particular BOS function, its capabilities, 
and its requirements.  Organizations that provide elements of a specific BOS function, 
such as corps support command, divisional air defense artillery battalion, etc., must 
train to maintain their functional proficiency.  Integration involves expertise in 
coordination among functional troop unit commanders and staffs, and other 
functional commanders and staffs.   
 
The combined arms training challenge is the same for all echelons of command.  The 
complexity, however, increases at each higher echelon of command.  The tempo, 
scope, and scale of operations at higher command echelons increase coordination 
requirements for planning and executing staff, joint, multinational, and interagency 
training. Commanders, at every echelon, focus combined arms training on specific 
integration and synchronization tasks based on their METL.  Figure 2-3 illustrates the 
scope and scale of the combined arms training challenge. 
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• Train for Combat Proficiency.  The goal of all training is to achieve the 

standard.  This develops and sustains combat capable warfighting organizations.  
To achieve this, units must train to standard under realistic conditions.  Achieving 
standards requires hard work by commanders, staff officers, unit leaders, and 
soldiers.  Within the confines of safety and common sense, commanders and 
leaders must be willing to accept less than perfect results initially and demand 
realism in training.  They must integrate such realistic conditions as imperfect 
intelligence; reduced communications; smoke; noise; rules of engagement; 
simulated nuclear, biological, and chemical environments; battlefield debris; loss 
of key leaders; civilians on the battlefield; joint, multinational, and interagency 
requirements; and varying extremes in weather.  They must seize every 
opportunity to move soldiers out of the classroom into the field; fire weapons; 
maneuver as a combined arms team; and incorporate protective measures against 
enemy actions.  Although CTCs provide the most realistic and challenging 
training experience in the Army, they must not be viewed as an "end point" in the 
unit-training life cycle.  Rather, they provide a "go to war experience" by which 
commanders can assess their METL proficiency and determine the effectiveness 
of their training program. 

 
• Realistic.  Tough, realistic, and intellectually and physically challenging 

training excites and motivates soldiers and leaders.  Realistic training builds 
competence and confidence by developing and honing skills, and inspires 
excellence by fostering initiative, enthusiasm, and eagerness to learn.  
Successful completion of each training phase increases the capability and 

XXX

XX

X

II

I
Company Team Commanders
• 3 to 5 Maneuver Platoons
• Company FSO
• Company Trains (Maint & Medics)
• DS Engineer Platoon
• DS ADA Section

METL Proficiency

Figure 2-3. Combined Arms Training—Scope and Scale
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motivation of individuals and units for more sophisticated and challenging 
achievement.  This is the commanders' continuous quest. 

 
• Performance-Oriented.  Units become proficient in the performance of 

critical tasks and missions by practicing the tasks and missions.  Soldiers learn 
best by doing, using an experiential, hands-on approach.  Commanders and 
subordinate leaders are responsible to plan training that will provide these 
opportunities.  All training assets and resources, to include training aids, 
devices, simulators, and simulations (TADSS), must be included in the unit's 
training strategy. 

 
• Train to Standard Using Appropriate Doctrine.  Training must be done to the 

Army standard and conform to Army doctrine.  In cases where mission tasks 
involve emerging doctrine or non-standard tasks, commanders establish the tasks, 
conditions and standards using mission orders and guidance, lessons learned from 
similar operations, and their professional judgment. The next higher commander 
approves the creation of the standards for these tasks.  FM 3-0, Operations, 
provides the doctrinal foundations, and supporting doctrinal manuals describe 
common TTP that permit commanders and organizations to adjust rapidly to 
changing situations.  Doctrine provides a basis for a common vocabulary across 
the force.  In units, new soldiers will have little time to learn non-standard 
procedures.  Therefore, units must train to the Army standard contained in the 
MTP and soldier training publications, while applying Army doctrine and current 
regulatory guidance.  When serving as a joint headquarters and conducting joint 
training Army organizations use joint doctrine and TTP. Joint doctrine establishes 
the fundamentals of joint operations and provides guidance on how best to 
employ joint forces. This linkage between operational and training doctrine is 
critical to successful training. 

 
• Train to Adapt.  Commanders train and develop adaptive leaders and units, and 

prepare their subordinates to operate in positions of increased responsibility.  
Repetitive, standards-based training provides relevant experience.  Commanders 
intensify training experiences by varying training conditions.  Training 
experiences coupled with timely feedback builds competence.  Leaders build unit, 
staff and soldier confidence when they consistently demonstrate competence.  
Competence, confidence, and discipline promote initiative and enable leaders to 
adapt to changing situations and conditions.  They improvise with the resources at 
hand, exploit opportunities and accomplish their assigned mission in the absence 
of orders.  Commanders, at every echelon, integrate training events in their 
training plans to develop and train imaginative, adaptive leaders and units. 
 

• Train to Maintain and Sustain.  Soldier and equipment maintenance is a vital 
part of every training program.  Soldiers and leaders are responsible for 
maintaining all assigned equipment and supplies in a high state of readiness to 
support training or operational missions.  Units must be capable of fighting for 
sustained periods of time with the equipment they are issued. Soldiers must 
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become experts in both the operation and maintenance of their equipment.  This 
link between training and sustainment is vital to mission success. 
 

• Train Using Multiechelon Techniques.  Multiechelon training is the most 
effective and efficient way of sustaining proficiency on mission essential tasks 
with limited time and resources.  Commanders use multiechelon training to-- 

 
• Train leaders, battle staffs, units, and individuals at each echelon of the 

organization simultaneously. 
 

• Maximize use of allocated resources and available time. 
 

• Reduce the effects of personnel turbulence. 
 

Large-scale training events provide an excellent opportunity for valuable 
individual, leader, crew, and small unit training.  Multiechelon training can occur 
when an entire organization is training on one single METL task or when 
different echelons of an organization conduct training on related METL tasks 
simultaneously.  (See chapter 4 for detailed discussion on multiechelon training.)  
All multiechelon training techniques have these distinct characteristics-- 

 
• They require detailed planning and coordination by commanders and leaders 

at each echelon. 
 

• They maintain battle focus by linking individual and collective battle tasks 
with unit METL tasks, within large-scale training event METL tasks. 
 

• They habitually train at least two echelons simultaneously on selected METL 
tasks. 
 

• Train to Sustain Proficiency.  Once individuals and units have trained to a 
required level of proficiency, leaders must structure individual and collective 
training plans to retrain critical tasks at the minimum frequency necessary to 
sustain proficiency.  Sustainment training is the key to maintaining unit 
proficiency through personnel turbulence and operational deployments.  MTP and 
individual training plans are tools to help achieve and sustain collective and 
individual proficiency.   Sustainment training must occur often enough to train 
new soldiers and minimize skill decay.  Army units train to accomplish their 
missions by frequent sustainment training on critical tasks.  Infrequent "peaking" 
of training for an event (CTC rotation, for example) does not sustain wartime 
proficiency.  Battle focused training is training on wartime tasks.  Many of the 
METL tasks that a unit trains on for its wartime mission are the same as required 
for a stability operation or support operation that they might execute. 
 
Sustainment training enables units to operate in a Band of Excellence (figure 2-4) 
through appropriate repetition of critical tasks.  The Band of Excellence is the 
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range of proficiency within which a unit is capable of executing its wartime 
METL tasks.  For RC units the Band of Excellence is the range of proficiency 
within which a unit is capable of executing its premobilization tasks.  Training to 
sustain proficiency in the Band of Excellence includes training of leaders, battle 
staffs, and small lethal units.  The solid black line shows the results of an effective 
unit training strategy that sustains training proficiency over time, maintaining it 
within the Band of Excellence.  The dotted black line shows an ineffective 
training strategy that often causes the unit to fall outside the Band of Excellence, 
thus requiring significant additional training before the unit is capable of 
executing its wartime METL tasks.  Personnel turbulence and availability of 
resources pose a continuous challenge to maintaining METL proficiency within 
the Band of Excellence. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
The Army provides combat ready forces on short notice to combatant commanders.  
Units transition from training locations to operational theaters using the train-alert-
deploy sequence.  Commanders recognize that crises rarely allow sufficient time to 
correct training deficiencies between alert and deployment.  They strive to ensure 
their units are prepared to accomplish their METL tasks before alert and refine 
mission specific training in the time available afterwards.  Accordingly, applying the 
principles of training, a commander conducts training to sustain proficiency on 
METL tasks within the Band of Excellence to ensure mission readiness.  Mission 
specific training can be conducted as organizations are alerted and deployed based on 
time available. 
 

Time

EXEVAL

CTC
Rotation
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AT Period

Bn FTX
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Figure 2-4. Band of Excellence 
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RC units require postmobilization training to achieve proficiency at level organized.  
Postmobilization training time can be minimized by focusing on MOS qualification, 
and crew, squad, section and platoon proficiency for combat arms, and company, 
battery, and troop proficiency for CS/CSS units during premobilization training.  

 
• Train and Develop Leaders.  Commanders have a duty and execute a vital role in 

leader training and leader development.  They teach subordinates how to fight and 
how to train.  They mentor, guide, listen to, and “think with” subordinates. They train 
leaders to plan training in detail, prepare for training thoroughly, execute training 
aggressively, and evaluate short-term training proficiency in terms of desired long-
term results.  Training and developing leaders is an embedded component of every 
training event.  Nothing is more important to the Army than building confident, 
competent, adaptive leaders for tomorrow. 

 
COMMANDERS AND TRAINING 

2-2. Effective training is the number one priority of commanders.  The commander 
is the primary trainer and responsible for the wartime readiness of their formation.  In 
wartime, training continues with a priority second only to combat or to the support of 
combat operations.  Commanders and senior leaders must extract the greatest training 
value from every training opportunity.  Effective training requires the commander's 
continuous personal time and energy to accomplish the following-- 
 
• Develop and communicate a clear vision.  The senior leader's training vision 

provides the direction, purpose, and motivation necessary to prepare individuals 
and organizations to win in battle.  It is based on a comprehensive understanding 
of the following-- 
 
• Mission, doctrine, and history. 

 
• Enemy/threat capabilities. 

 
• Operational environment. 

 
• Organizational and personnel strengths and weaknesses. 

 
• Training environment. 

 
• Train one echelon below and evaluate two echelons below.  Commanders are 

responsible for training their own unit and one echelon below.  Commanders 
evaluate units two echelons below.  For example, brigade commanders train 
battalions and evaluate companies; battalion commanders train companies and 
evaluate platoons. 

 
• Require subordinates to understand and perform their roles in training.  

Since good training results from leader involvement, one of the commander's 
principal roles in training is to teach subordinate trainers how to train and how to 
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fight.  The commander provides the continuing leadership that focuses on the 
organization's wartime mission.  The commander assigns officers the primary 
responsibility for collective training and NCOs the primary responsibility for 
individual, crew, and small team training.  The commander, as the primary 
trainer, uses multiechelon techniques to meld leader, battle staff, and individual 
training requirements into collective training events, while recognizing the 
overlap in training responsibilities (figure 2-5).  Commanders teach, coach, and 
mentor subordinates throughout. 
 

 
• Train all elements to be proficient on their mission essential tasks.  

Commanders must integrate and train to Army standard all BOS, within and 
supporting their command, on there selected mission essential tasks.  An 
important requirement for all leaders is to project training plans far enough into 
the future and to coordinate resources with sufficient lead-time. 
 

• Develop subordinates.  Competent and confident leaders build cohesive 
organizations with a strong chain of command, high morale, and good discipline.  
Therefore, commanders create leader development programs that develop 
warfighter professionalism--skills and knowledge.  They develop their 
subordinates' confidence and empower them to make independent, situational-
based decisions on the battlefield.  Commanders assist subordinates with a self-
development program and share experienced insights that encourage subordinates 
to study and learn their profession.  They train leaders to plan training in detail, 

Commander

Figure 2-5.  Overlapping Training Responsibilities

Collective 
Training

Leader
Training

Individual 
Training

Officers Noncommissioned 
Officers
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prepare for training thoroughly, execute aggressively, and evaluate short-term 
training proficiency in terms of desired long-term results.  Effective leader 
development programs will continuously influence the Army as junior leaders 
progress to higher levels of responsibility. 

 
• Involve themselves personally in planning, preparing, executing, and 

assessing training.  The senior commander resources training and protects 
subordinate commanders' training time.  They are actively involved in planning 
for future training.  They create a sense of stability throughout the organization by 
protecting approved training plans from training distracters.  Senior commanders 
protect the time of subordinate commanders allowing them to be present at 
training as much as possible.  Subordinate commanders are responsible for 
executing the approved training to standard.  Senior commanders are present 
during the conduct of training as much as possible and provide experienced 
feedback to all participants. 
 

• Demand training standards are achieved.  Leaders anticipate that some tasks 
will not be performed to standard.  Therefore, they design time into training 
events to allow additional training on tasks not performed to standard.  It is more 
important to train to standard on a limited number of critical tasks, rather than 
attempting and failing to achieve the standard on too many tasks, rationalizing 
that corrective action will occur during some later training period.  Soldiers will 
remember the enforced standard, not the one that was discussed. 
 

• Ensure proper task and event discipline.  Senior leaders ensure junior leaders 
plan the correct task-to-time ratio.  Too many tasks guarantee nothing will get 
trained to standard and no time is allocated for retraining.  Too many events result 
in improper preparation and recovery. 
 

• Foster a command climate that is conducive to good training.  Commanders 
create a climate that rewards subordinates who are bold and innovative trainers.  
They challenge the organization and each individual to train to full potential.  
Patience and coaching are essential ingredients to ultimate achievement of the 
Army standard. 
 

• Eliminate training distractions.  The commander who has planned and 
resourced a training event is responsible to ensure participation by the maximum 
number of soldiers.  Administrative support burdens cannot be ignored, however, 
they can be managed using an effective time management system.  Senior 
commanders must support subordinate commanders' efforts to train effectively by 
eliminating training distracters and reinforcing the requirement for all assigned 
personnel to be present during training. 

 
TOP-DOWN/BOTTOM-UP APPROACH TO TRAINING 

2-3. The Top-Down/Bottom-Up approach to training is a team effort in which 
senior leaders provide training focus, direction and resources, and junior leaders 
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provide feedback on unit training proficiency, identify specific unit training needs, 
and execute training to standard in accordance with the approved plan.  It is a team 
effort that maintains training focus, establishes training priorities, and enables 
effective communication between command echelons. 
 
Guidance, based on wartime mission and priorities, flows from the top-down and 
results in subordinate units’ identification of specific collective and individual tasks 
that support the higher unit’s mission.  Input from the bottom up is essential because 
it identifies training needs to achieve task proficiency on identified collective and 
individual tasks.  Leaders at all echelons communicate with each other about 
requirements, and planning, preparing, executing, and evaluating training. 
 
Senior leaders centralize planning to provide a consistent training focus from the top 
to the bottom of the organization.  However, they decentralize execution to ensure 
that the conduct of mission related training sustains strengths and overcomes the 
weaknesses unique to each unit.  Decentralized execution promotes subordinate 
leaders’ initiative to train their units, but does not mean senior leaders give up their 
responsibilities to supervise training, develop leaders, and provide feedback. 
 

BATTLE FOCUS 
2-4. Battle focus is a concept used to derive peacetime training requirements from 
assigned and anticipated missions.  The priority of training in units is to train to 
standard on the wartime mission.  Battle focus guides the planning, preparation, 
execution, and assessment of each organization's training program to ensure its 
members train as they are going to fight.  Battle focus is critical throughout the entire 
training process and is used by commanders to allocate resources for training based 
on wartime and operational mission requirements.  Battle Focus enables commanders 
and staffs at all echelons to structure a training program that copes with non-mission 
related requirements while focusing on mission essential training activities.  It is 
recognition that a unit cannot attain proficiency to standard on every task whether due 
to time or other resource constraints.  However, commanders can achieve a successful 
training program by consciously focusing on a reduced number of critical tasks that 
are essential to mission accomplishment. 
 
A critical aspect of the battle focus concept is to understand the responsibility for and 
the linkage between the collective mission essential tasks and the individual tasks that 
support them.  The diagram at figure 2-6 depicts the relationships and the proper 
sequence to derive optimum training benefit from each training opportunity. 
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The commander and the command sergeant major or first sergeant (CSM/1SG) must 
jointly coordinate the collective mission essential tasks and individual training tasks 
on which the unit will concentrate its efforts during a given period.  The CSM/1SG 
must select the specific individual tasks that support each collective task to be trained. 
Although NCOs have the primary role in training and sustaining individual soldier 
skills, officers at every echelon remain responsible for training to established 
standards during both individual and collective training. Battle focus is applied to all 
missions across the full spectrum of operations.  
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Figure 2-6. Integration of Collective and Individual Training
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BATTLE FOCUS TRAINING MANAGEMENT 

2-5. The foundation of the training process is the Army Training Management 
Cycle (figure 2-7).  In the METL development process (chapter 3), training must be 
related to the organization's wartime operational plans and focus on METL tasks.  
The availability of resources does not affect METL development.  The METL is an 
unconstrained statement of the tasks required to accomplish wartime missions.  
Resources for training, however, are constrained and compete with other missions 
and requirements. Leaders develop the long-range, short-range, and near-term 
training plans (chapter 4) to effectively utilize available resources to train for 
proficiency on METL tasks.  After training plans are developed, units execute 
training by preparing, conducting, and recovering from training (chapter 5).  The 
process continues with training evaluations that provide bottom-up input to 
organizational assessment. Organizational Assessments provide necessary feedback 
to the senior commander that assist in preparing the training assessment (chapter 6). 
 

 
 

PLAN

EXECUTE

ASSE
SS

Resources

Establish
Mission 

Essential
Task List

• Enduring Combat Capability

• External Guidance

• Directed Missions

• Wartime Operational Plans

• Operational Environment

Assess

Chapter 6
Develop METL

Chapter 3

Plan

Chapter 4

Execute

Chapter 5

Figure 2-7. Army Training Management Cycle
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Chapter 3 
 

Mission Essential Task List (METL) Development 
 

 
Army Mission Essential Tasks 

   
• Shape the security environment 
• Respond promptly to crisis 
• Mobilize the Army 
• Conduct forcible entry operations 
• Dominate land operations 
• Provide support to civil authorities 

 
                                                                             FM 3-0, Operations 
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METL  

3-1. A mission essential task is a collective task an organization has to be 
proficient at in order to accomplish an appropriate portion of its wartime operational 
mission.  Army organizations, whether they are AC or RC, Modification Table of 
Organization and Equipment (MTOE) or Table of Distribution and Allowances 
(TDA), cannot achieve and sustain proficiency on every possible training task.  The 
commander must identify those tasks that are essential to accomplishing the 
organization's wartime operational mission.  Battle focused METL identifies those 
tasks that are essential to the accomplishment of the unit’s wartime operational 
mission and provides the foundation for the unit’s training program.  
 
All company level and above units develop a METL that is approved by its 
designated wartime commander.  Detachments, organized with a commander and 
under a distinct MTOE or TDA, also develop a METL; for instance, explosive 
ordnance detachments, transportation port operation cargo detachments and 
preventive medicine medical detachments are examples of these type units. 
 

METL DEVELOPMENT PROCESS 
3-2. The METL development process reduces the number of tasks the organization 
must train and focuses the organization's training efforts on the most important 
collective training tasks required to accomplish the mission. 
 
METL development is the catalyst that keeps Army training focused on wartime 
operational missions.  Applying the METL development process accomplishes the 
following-- 
 
• Focus the unit’s training on essential tasks. 

 
• Provides a forum for professional discussion and leader development among 

senior, subordinate and adjacent (peer) commanders concerning the linkage 
between mission and training. 
 

• Enables subordinate commanders and key NCOs to crosswalk collective, leader 
and individual tasks to the mission. 
 

• Leads to “buy-in” and commitment of unit leaders to the organization’s training 
plan. 
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Figure 3-1 depicts the process that commanders use to identify and select mission essential 
tasks. 

 
INPUTS TO METL DEVELOPMENT 

3-3. There are five primary inputs to METL development-- 
 
• Wartime Operational Plans.  The most critical inputs to METL development are 

the organization's wartime operational and contingency plans.  The missions and 
related information provided in these plans are key to determining essential 
training tasks. 
 

• Enduring Combat Capabilities.  The fundamental reason for the organization 
and operation of Army forces is to generate effects of combined arms in order to 
contribute to successful execution of wartime operational missions.  To do this, 
Army commanders form combat, CS and CSS forces into cohesive teams through 
training for combat proficiency.  Enduring combat capabilities are the unique 
contribution each unit makes to ensure the Army successfully accomplishes any 
mission anytime anywhere. 
 

• Operational Environment.  The operational environment has six dimensions; 
Threat, Political, Unified Action, Land Combat Operations, Information, and 

Figure 3-1. Mission Essential Task List Development Process
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Technology (see FM 3-0).  Each affects how Army forces combine, sequence, and 
conduct military operations.  Commanders tailor forces, employ diverse 
capabilities, and support different missions to succeed in this complex 
environment. 
 

• Directed Missions.  Army organizations are frequently directed to conduct a 
mission other than its assigned wartime operational mission.  These missions can 
and do range from major combat operations to providing humanitarian assistance 
or other types of stability operations and support operations.  
 

• External Guidance.  External guidance serves as an additional source of training 
tasks that relate to an organization's wartime operational mission.  Some examples 
are-- 

 
• Higher headquarters directives. 

 
• MTP. 

 
• Force integration plans. 

 
• Army Universal Task List (AUTL). 

 
• Universal Joint Task List (UJTL). 

 
In some cases, external guidance identifies tasks that make up the mission (for 
example, MTPs).  In others, they specify additional tasks that relate to the mission 
(for example, mobilization plans, directed stability operations or support operations).  
Figure 3-2 is an example of brigade tasks derived from the five primary inputs to the 
unit’s METL. 
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In similar type organizations, METL may vary significantly because of different 
missions or geographical locations.  For example, a power projection organization 
may identify strategic deployment requirements as critical deployment tasks while a 
forward-deployed organization may identify tactical deployment requirements such as 
rapid assembly and tactical road marches as critical deployment tasks.  Geography 
may also influence the selection of different mission essential tasks for units with 
missions in tropical, cold, or desert environments. 

 
COMMANDER’S ANALYSIS 

3-4. The commander’s analysis of wartime operational plans, and others primary 
input to the METL, identify those tasks critical for wartime mission accomplishment. 
Higher commanders provide guidance to help their subordinate commanders focus 
this analysis.  Commanders coordinate the results of their analysis with subordinate 
and adjacent unit commanders.  The higher commander approves the METL.  This 
process provides the means to coordinate, link and integrate a wartime operational 
mission focused METL throughout the organization.   
 
To illustrate the METL development process, the following brigade wartime mission 
statement forms the start point for determining the most important training tasks: 
 
 At C-day, H-hour, Brigade deploys:  On order, conducts combat operations  
            assigned by higher headquarters. 
 

Figure 3-2. Example of  Brigade Tasks Derived from Wartime Operational Plans and External Guidance

Alert and Deploy the Brigade

Conduct Attack

Conduct Sustainment Operations

• Draw and upload basic/operational loads
• Conduct soldier readiness / administrative / 

logistic preparation for overseas movement
• Deploy advance parties or liaison officers

• Move by road or rail to APOE or SPOE
• Upload equipment at APOE or SPOE

• Attack a Moving Enemy
• Attack a Stationary Enemy
• Movement to Contact

• Provide medical treatment and evacuation 
(air and ground)

• Move by air/surface transportation
• Manage Terrain

• Recover and evacuate disabled equipment
• Control reconstitution of subordinate units
• Conduct mortuary affairs operations

Conduct Defense
• Conduct a Mobile Defense
• Conduct an Area Defense 

Conduct Support Opns Conduct Stability Opns

• Domestic Support Operations
• Foreign Humanitarian Assistance

• Peacekeeping Operations
• Combat Terrorism
• Support Counter-Drug Operations 
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The commander reviews the wartime operational mission statement and other primary 
input to the METL, and identifies all of the training tasks.  Together, these five 
sources provide the total list of possible training tasks.  This analysis results in the list 
at figure 3-2.  The commander then narrows down the list of all derived tasks to those 
tasks critical for mission accomplishment.  These tasks become the brigade’s METL.  
An example brigade METL is at figure 3-3. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
RC METL DEVELOPMENT 

3-5. The METL development process is the same for AC and RC organizations.  
RC METL development recognizes that RC units have less than 20 percent of the 
training time available to their AC counterparts.  Therefore, battle focus is essential 
so that RC commanders can concentrate their time on the most critical wartime 
training requirements.  RC units often operate under a chain of command different 
from their wartime chain of command.  The associate AC chain of command assigns 
missions, provides wartime mission guidance, and approves METLs.  The State 
Adjutant General or Regional Support Groups review and coordinate RC METLs.  
They resource training and ensure that mission training tasks are executed and 
evaluated.  CONUSAs approve the METL for selected RC units (ARNG Divisions, 
enhanced Separate Brigades, roundout units, reinforcing aviation units, and Force 
Support Package units with Latest Arrival Dates less than D+30).  The peacetime 
chain of command approves the remainder of RC unit METLs. 

 
 

Alert and Deploy the Brigade
Conduct Attack

Movement to Contact 
Conduct Area Defense
Conduct Sustainment Operations
Command and Control Tactical Operations

Figure 3-3. Example of Brigade Mission Essential Task List 
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ECHELON ABOVE DIVISION/ECHELON ABOVE CORPS (EAD/EAC) 
METL DEVELOPMENT 

3-6. In a similar manner, commanders of EAD/EAC organizations must use the 
battle focus concept and METL development process to focus their training.  An 
example of a corps support battalion METL is at figure 3-4. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Figure 3-4. Example of Corps Support Battalion (EAD) Mission Essential Task List

Deploy/Relocate the Battalion
Plan CSS Operations
Establish and Sustain Area of Operations
Provide CSS
Protect the Force
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TABLE OF DISTRIBUTION AND ALLOWANCE METL 
DEVELOPMENT 

3-7. Battle focus is equally applicable to TDA organizations.  Senior leaders of 
TDA organizations derive METL from critical peacetime or wartime missions.  
Mission essential tasks may be either critical training tasks or operational activities.  
In short, they represent the tasks required to accomplish the TDA organization's 
mission.  An example of a garrison support unit METL is at figure 3-5. 

 
METL DEVELOPMENT FOR DIRECTED MISSIONS 

3-8. When an organization is directed to conduct a mission other than its assigned 
wartime operational mission, such as a stability operation or support operation, the 
training management cycle still applies.  Directed missions can span the full spectrum 
of operations.  For MTOE organizations, directed missions could range from major 
combat operations to providing humanitarian assistance or other types of stability 
operations and support operations.  For TDA organizations, directed missions can 
range from mobilization to installation force protection operations. 
 
Using their wartime METL as the foundation, commanders who are directed to 
change their mission conduct a mission analysis, identify METL tasks, and assess 
training proficiency for the directed mission.  The mission analysis of the newly 
assigned mission could change the unit's METL, training focus, and the strategy to 

Figure 3-5. Example of Garrison Support Unit (TDA)  Mission Essential Task List

Alert, Assemble and Mobilize
Command and Control GSU, Mobilizing and Demobilizing Units
Augment BASOPS Support
Provide Mobilization and Demobilization Processing Support
Conduct Force Protection Operations
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achieve proficiency for METL tasks.  An example of tasks supporting a directed 
mission involving a stability operation is at figure 3-6. 

 

 
In cases where mission tasks involve emerging doctrine or non-standard tasks, 
commanders establish tasks, conditions, and standards using mission orders and 
guidance, lessons learned from similar operations, and their professional judgment.  
Senior commanders approve the established standards for these tasks as part of the 
normal METL approval process.  If time permits prior to deployment, units should 
execute a mission rehearsal exercise (MRE) with all participating units.   
 
Upon redeployment from a directed mission, commanders conduct a mission analysis 
consistent with the training management cycle to reestablish proficiency in the unit's 
wartime operational METL.  Senior commanders must take into account the 
additional time this reintegration process may take.  Battle focus guides the planning, 
preparation, execution, and assessment of each organization's training program to 
ensure its members train as they are going to fight. 

 
JOINT METL (JMETL) DEVELOPMENT 

3-9. Army organizations often provide Army forces within joint force formations.  
The missions and JMETL of such formations are derived from the Universal Joint 
Task List by the joint force commander and service component commanders, and are 
approved by the combatant commander.   
 

Figure 3-6 . Examples of METL tasks to Support a Directed  Mission to Conduct Stability Operation 

Leader Training

• Fire Control Exercise (FCX)
• Casualty Evacuation (CAS EVAC)
• Deployment Exercise
• Risk Management 

• ROE Proficiency
• POL / MIL Seminar
• Media Interaction

Individual Training

• Mine Awareness
• ROE Proficiency
• Media Interaction

• Medical Awareness
• Country Orientation
• Force Protection

Collective Training

• Convoy Operations
• Route Security
• Rail / Air Movement Training 

• Area Security
• Patrolling Operations
• Establish / Operate Checkpoints
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A selected Army Headquarters may be designated as a Joint Task Force (JTF) 
Headquarters, Joint Forces Land Component Headquarters (JFLC) or Army Forces 
(ARFOR) Headquarters.  This requires the designated Army Headquarters to develop 
a JMETL.  The Army Headquarters commander crosswalks the JMETL with the 
current Army Headquarters and subordinate unit METLs.  Joint Training Manuals 
provide an overview of the Joint Training System (JTS), and assists in-- 
 
• Developing joint training requirements. 

 
•  Planning joint training. 

 
• Executing joint training. 
 
• Assessing joint proficiency. 

 
METL DEVELOPMENT FUNDAMENTALS 

3-10. The following fundamentals apply to METL development-- 
 

• The METL is derived from the organization's wartime plans and related tasks in 
external guidance. 
 

• Mission essential tasks must apply to the entire organization.  METL does not 
include tasks assigned solely to subordinate organizations. 
 

• Each organization's METL must support and complement the METL of higher 
headquarters. 
 

• The availability of resources does not affect METL development.  The METL is 
an unconstrained statement of the tasks required to accomplish wartime missions. 
 

• Commanders direct operations and integrate the BOS through plans and orders.  
The BOS are used to systematically ensure that interdependent organizational 
tasks necessary to generate, sustain, and apply combat power are directed toward 
accomplishing the overall mission.  The BOS are the physical means (soldiers, 
organizations, and equipment) used to accomplish the mission.  The BOS are-- 
 
• Intelligence.  The intelligence system plans, directs, collects, processes, 

produces, and disseminates intelligence on the threat and the environment; 
performs Intelligence Preparation of the Battlefield; and other intelligence 
tasks.  Intelligence is developed as a part of a continuous process and is 
fundamental to Army operations. 

 
• Maneuver.  Commanders maneuver forces to create the conditions for tactical 

and operational success.  Maneuver involves movement to achieve positions 
of advantage with respect to enemy forces.  Through maneuver, friendly 
forces gain the ability to destroy enemy forces or hinder enemy movement by 
direct and indirect application of firepower or threat of its application. 
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• Fire Support.  Fire support consists of fires that directly support land, 

maritime, amphibious, and special operations forces in engaging enemy 
forces, combat formations, and facilities in pursuit of tactical and operational 
objectives.  Fire support integrates and synchronizes fires and effects to delay, 
disrupt, or destroy enemy forces, systems, and facilities.  The fire support 
system includes the collective and coordinated use of target acquisition data, 
indirect fire weapons, fixed-winged aircraft, electronic warfare, and other 
lethal and non-lethal means to attack targets. 

 
• Air Defense.  Air defense protects the force from air and missile attack and 

aerial surveillance.  It prevents enemies from interdicting friendly forces while 
freeing commanders to synchronize maneuver and fire power.  The weapons 
of mass destruction and proliferation of missile technology increase the 
importance of the air defense systems. 

 
• Mobility/Counter-mobility/Survivability.  Mobility operations preserve the 

freedom of maneuver for friendly forces.  Mobility missions include 
breaching obstacles, increasing battlefield circulation, improving or building 
roads, providing bridge and raft support, and identifying routes around 
contaminated areas.  Counter-mobility denies mobility to enemy forces.  
Survivability operations protect friendly forces from the effects of enemy 
weapon systems and from natural occurrences.  Nuclear, biological, and 
chemical defense measures are essential survivability tasks. 

 
• Combat Service Support.  Combat service support (CSS) provides the physical 

means with which forces operate, from the production base and replacement 
centers in the continental US to soldiers engaged in close combat.  CSS 
includes many technical specialties and functional activities.  It includes 
maximizing the use of host nation infrastructure and contracted support. 

 
• Command and Control.  Command and control (C2) has two components--the 

commander and the C2 system.  The C2 system supports the commander's 
ability to make informed decisions, delegate authority, and synchronize the 
BOS.  Moreover, the C2 system supports the commander's ability to adjust 
plans for future operations, even while focusing on current operations.  
Reliable communications are central to C2 systems.  Staffs work within the 
commander's intent to direct units and control resource allocations.  Through 
C2, commanders initiate and integrate all BOS toward a common goal--
mission accomplishment. 

 
Staff elements at each headquarters develop a METL to address mission essential 
tasks in their areas of responsibility.  A sample Brigade Staff METL is shown at 
Figure 3-7. In addition to staff METLs, organizations may develop a METL for each 
separate command post (tactical, main, rear, etc.). The organization's commander or 
chief of staff approves the staff METL. 
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Organizations that conduct daily support functions also prepare a METL.  The METL 
for these support organizations must address the differences between peacetime and 
wartime operating conditions.  For example, a combat service support unit may 
operate during peacetime from a permanent facility with some major supplies 
provided via contract transportation and automation systems operated using 
commercial telephone systems.  A wartime environment, however, may require 
support missions to be accomplished under austere conditions on an active battlefield.  
A support organization’s METL must identify these wartime requirements and 
include them in their training plans. 
 
The METL for units habitually task organized must be coordinated during the 
development process.  This requirement reinforces the training fundamental that 
combined arms teams will train as they fight.  A key component of the senior 
commander's METL approval process is determining if each subordinate organization 
has properly coordinated its METL. 

 
METL LINKED TRAINING STRATEGY 

3-11. The METL provides the foundation for the organization's training plans.  The 
METL is stabilized once approved.  The commander is responsible for developing a 
training strategy that will maintain unit proficiency for all tasks designated as mission 
essential.   
 

Figure 3-7. Example of  Brigade Staff METL 

S1

S2

S3

S4

S5

S6

DECOORD

ENGR

ADA LNO

AVN LNO 

USAF ALO

Provide Personnel Services Support

Conduct Intelligence Preparation of the Battlefield

Develop an R&S Plan

Plan Operations using MDMP

Prepare OPLAN/OPORD

Develop Task Organization Annex and Ops Overlay

Develop Logistics Estimate

Coordinate Host Nation Support

Establish Information Network

Coordinate Fire Support

Conduct M/CM/S Operations

Conduct ADA Planning and Coordination

Conduct Army Aviation Planning and Coordination

Conduct A2C2 Management and Control Activities

Element/Section Staff Mission Essential Task
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Commanders involve subordinate commanders and their CSM/1SG in METL 
development to create a team approach to battle focused training.  Subordinate 
participation develops a common understanding of the organization's critical wartime 
requirements so that METLs throughout the organization are mutually supporting.  
Subordinate commanders can subsequently apply insights gained during preparation 
of the next higher headquarters' METL to the development of their own METL.  The 
CSM/1SG and key NCOs must understand the organization's collective METL so that 
they can integrate individual tasks into each collective mission essential task during 
METL based training.   
 
After the commander designates the collective mission essential tasks required to 
accomplish the organization's wartime operational mission, the CSM/1SG, in 
conjunction with key NCOs, develop a supporting individual task list for each 
mission essential task.  Soldier training publications and MTPs are major source 
documents for selecting appropriate individual tasks.   
 
There should be no attempt to prioritize tasks within the METL.  All METL tasks are 
equally essential to ensure mission accomplishment.  However, all tasks may not 
require equal training time or resources.  The commander allocates training resources 
to ensure the organization’s METL proficiency remains within the band of 
excellence. 
 
Commanders realize when allocating training time and resources that there are some 
non-mission related requirements that are critical to the health, welfare, individual 
readiness, and cohesiveness of a well trained unit.  Commanders must carefully 
select, in conjunction with the CSM/1SG, which non-mission related requirements are 
critical to the unit.  They emphasize the priority of METL training and find 
opportunities to include non-mission related requirements in the training plan. 
 
Commanders develop effective training strategies when they crosswalk collective, 
leader and individual tasks to each METL task with subordinate commanders, 
CSMs/1SGs, and other key officer and NCO leaders.   
 

TRAINING OBJECTIVES 
3-12. After mission essential tasks are selected, commanders identify supporting 
training objectives for each task.  The resulting training objective consists of the 
following three parts-- 
 
• Task.  A clearly defined and measurable activity accomplished by organizations 

and individuals. 
 

• Condition(s).  The circumstances and environment in which a task is to be 
performed. 

 
• Standard.  The minimum acceptable proficiency required in the performance of a 

particular training task. 
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The conditions and standards for many major collective training tasks are identified in 
applicable MTPs.  An example of a brigade training objective is at figure 3-8. 
 

 
The following are documents that will assist commanders and staffs in developing 
collective and individual training objectives-- 
 

• MTP. 
 
• Soldiers Manuals. 
 
• Soldier Training Publications. 
 
• DA Pamphlet 350-38, Standards in Weapons Training. 
 
• Deployment or mobilization plans. 
 
• AUTL. 

 
• UJTL. 
 
• Army, MACOM, and local regulations. 
 

Figure 3-8. Example of Training Objective for a Brigade  Mission Essential Task

Conduct an attack.

The brigade is conducting operations independently or as part of a 
division or Army forces (ARFOR) and has received an operation 
order (OPORD) or fragmentary order (FRAGO) to conduct an attack 
at the location and time specified.  Coalition forces and 
noncombatants may be present in the operational environment.

1.  Brigade leaders gain and or maintain situational awareness 
(SA).  Brigade commander and staff receive an order or anticipate a 
new mission and begin the military decision-making process 
(MDMP).  Brigade task organizes forces within the brigade.
2.  Effects coordination cell (ECC) obtains guidance from the 
commander; plans,coordinates, and achieves the desired effects 
utilizing organic and attached assets.
3.  Staff plans mobility, countermobility, and survivability:  nuclear, 
biological, and chemical support; air defense (AD) support; and 
combat service support supporting operations.
4.  Brigade commander and staff conduct risk management 
process.
5.  Brigade commander and staff conduct backbriefs and 
rehearsals to ensure subordinates understand commander’s intent 
and concept.
6.  Brigade executes the attack; masses all available combat power 
to destroy enemy per the commander’s intent.
7.  Brigade consolidates and reorganizes, as necessary.
8.  Brigade continues operations, as necessary.

MISSION ESSENTIAL TASK:

CONDITION:

STANDARDS:
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• Local standing operating procedures (SOP). 
 
BATTLE TASKS 

3-13. After review and approval of subordinate organizations' METL, the senior 
commander selects battle tasks.  A battle task is a staff or subordinate organization 
mission essential task that is so critical that its accomplishment will determine the 
success of the next higher organization's mission essential task.  Battle tasks are 
selected for each METL task.  Battle tasks allow the senior commander to define the 
training tasks that-- 
 

• Integrate the BOS. 
 

• Receive the highest priority for resources such as ammunition, training areas 
and facilities (to include Live and Virtual simulators & Constructive 
simulations), materiel, and funds. 
 

• Receive emphasis during evaluations directed by senior headquarters. 
 
An example of a division's major subordinate command and separate battalion battle 
tasks that support the division METL is at figure 3-9. 
 
 

 
Figure 3-9.  Example List of Division MSC and Separate Battalion Battle Tasks that Support a Mission Essential Task

BATTLE TASK UNIT TASK SELECTED BATTLEFIELD OPERATING
SYSTEMS

Conduct Deliberate Attack 1st and 2d Brigade Maneuver

Conduct Deep Attack                              Aviation Brigade Maneuver

Provide Fire Support for  
Combat Operations DIVARTY Fire Support 

Provide and Manage DS Combat 
Service Support DISCOM Combat Service Support

Conduct Intelligence and Electronic
Attack Operations MI Battalion Intelligence

IOM Tactical Communications Networks
(C4I) for the Division Signal Battalion Command and Control

Coordinate Air Defense C3I and 
Directed Early Warning Air Defense Artillery Battalion Air Defense

Corps Mission Essential Task:  Conduct Shaping Operations
Division Mission Essential Task:  Conduct Deliberate Attack

Reduce Complex Obstacles  for 
Division Deliberate Attack Engineer Brigade Mobility / Counter-mobility

/ Survivability
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Figure 3-10 depicts the relationship between wartime missions, METL, and battle 
tasks.  This diagram illustrates how battle focus provides a common direction for the 
entire organization and the foundation for the subsequent development of relevant 
training plans. 
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Figure 3-10. Relationships Between Mission, METL, and Battle Task

Selected

METL
Tasks

Theater
METL

Theater
Mission

Theater
Battle
Tasks

Selected

METL
Tasks

Corps
Mission

Division
METL

Detachment
METL*

Detachment
Mission

*Note Detachment METLs may become battle tasks for higher level commands
(Battalion through Theater Army)

Battalion
Mission

Company
Mission



 

 
SH-3-33 

 

Chapter 4 
 

Planning 
 
 

We cannot train without planning and we cannot teach without 
preparation. 

                                                                              General George C. Marshall 
 

 
 

 
 
PLANNING PROCESS 

4-1. Planning is an extension of the battle focus concept that links organizational 
METL with the subsequent preparation, execution, and evaluation of training.  A 
relatively centralized process, planning develops mutually supporting METL based 
training at all echelons within an organization.  The planning process ensures 
continuous coordination from long-range planning, through short-range and near-term 
planning, and ultimately leads to training execution.  The commander’s assessment 
provides direction and focus to the planning process.  (Commander’s assessment is 
discussed in Chapter 6.)  Figure 4-1 depicts the training planning process used to 
develop battle focused training programs. 

 

PLAN
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• External Guidance
• Directed Missions

• Wartime Operational Plans

• Operational Environment
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Short-R
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Near-Term
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The commander applies two principal inputs at the start of the planning process--the 
METL and the training assessment.  Commanders identify tasks that support the 
METL.  The training assessment compares the organization's current level of training 
proficiency with the desired level of warfighting proficiency.  This desired level is 
defined in MTPs and other doctrinal literature.  Commanders may make conscious 
decisions, based on their training assessment, to defer training for some tasks in 
which they are currently well trained.  
 
Leaders determine current training proficiency levels by analyzing all available 
training evaluations.  However, each evaluation applies only to a portion of the total 
proficiency of an organization at a specific time.  Therefore, commanders must use all 
available evaluation data to develop an assessment of the organization's overall 
capability to accomplish each mission essential task.  In addition to past training 
evaluations, other information about future events influences the assessment.  For 
example, the projected personnel turnover rates or the fielding of new equipment 
could significantly affect the commander's assessment of training proficiency status 
during the upcoming training period.  Commanders update the training assessment at 
the beginning of each long-range and short-range planning cycle and after a major 
training event or deployment. 
 
The commander uses the broad experience and knowledge of key subordinates to help 
determine the organization's current proficiency.  Although subordinates provide their 
evaluation as input for consideration, only the commander can assess the unit's 
training proficiency.  For example, a division commander may direct that the assistant 
division commanders, key staff members, and subordinate commanders evaluate the 
training proficiency of the division's ability to execute mission essential tasks and 
supporting battle tasks.  The division CSM and subordinate CSMs evaluate 
proficiency on individual tasks that support collective tasks.  The participants review 
available collective and individual evaluation information, relying heavily on 

Figure 4-1.  Training Planning Process

Commander's
Guidance

• Training Vision
• Goals
• Training Priorities

Training
Assessment

Training
Plans

• Long-Range
• Short-Range
• Near-Term

METL

• Wartime Operational
Mission

• Enduring Combat 
Capabilities

• Operational Environment
• Directed Missions
• External Guidance

• Evaluate Training 
• Conduct Unit

Assessment
• Prepare Training

Assessment
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personal observations.  They then compare the organization's current task proficiency 
with the Army standard.  The commander uses subordinate input in making the final 
determination of the organization's current proficiency on each task (figure 4-2).  
Commanders assess current METL task proficiency by rating each task as-- 

 
• "T" (trained)-- The unit is trained and has demonstrated its proficiency in 

accomplishing the task to wartime standards. 
 

• "P" (needs practice)-- Needs practice.  The unit needs to practice the task.  
Performance has demonstrated that the unit does not achieve the standard without 
some difficulty or has failed to perform some task steps to standard. 
 

• "U" (untrained)-- Untrained.  The unit cannot demonstrate an ability to achieve 
wartime proficiency. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

The training requirement is the training necessary to achieve and sustain METL task 
proficiency within the Band of Excellence. 
 
The commander, assisted by staff, develops a strategy to accomplish each training 
requirement.  This includes improving proficiency on some tasks and sustaining 
performance on others.  Through the training strategy, the commander establishes 
training priorities by determining the minimum frequency each mission essential task 
will be performed during the upcoming planning period.  The strategy also includes 
broad guidance that links the METL with upcoming major training events.  The initial 
training assessment includes the commander's guidance that starts the detailed 
planning process. 

Figure 4-2. Extract from Commander’s Training Assessment

Mission
Essential

Task

Current Training Status Overall
Task

Assessment

Strategy to Improve or Sustain 
Training Proficiency to Desired 

Warfighting Levels

• Train quarterly during Division CPX 
or MAPEX

• Request Corps response cell for each 
Division exercise to improve C2

• Train annually during Division CPX

• More emphasis on intelligence and 
combat service support 

Conduct 
deliberate 
attack

M
A
N

I
N
T

F
S

A
D
A

M/
CM/

S

C
2

C
S
S

P

P

P

T

P

P

P

P

P

P

T

P

P

P

P

P

LEGEND

T  Trained U  Untrained

P  Needs Practice

Alert and 
Deploy

• Exercise unit Emergency Deployment 
and Readiness Procedures during 
Division quarterly EDRE Exercise.

• Exercise unit alert recall procedures 
monthly.

• Continue semi-annual Leader’s 
reconnaissance of the installation’s 
rail, convoy, air and sea deployment 
facilities. 

• Continue semi-annual TEWT of 
installation ASP upload procedures.
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The training assessment of each separate mission essential task enables the 
commander to develop the commander's training vision.  This is a broad concept for 
training the organization to achieve and sustain wartime proficiency.  The key 
elements that shape a commander's training vision are a thorough understanding of 
training and operations doctrine, assessment of METL proficiency levels, and 
knowledge of potential enemy capabilities.  The commander's training vision is 
supported by organizational goals that provide a common direction for all the 
commander's programs and systems. 
 
Senior commanders involve their staffs and subordinate commanders in goal 
development to ensure common understanding and create an organizational team 
approach.  Following are examples of organizational goals-- 
 
• Establish and support a command climate conducive to developing a high level of 

individual, leader, and collective warfighting proficiency. 
 

• Conduct force integration while continuously maintaining the short-term 
readiness of the organization. 
 

• Develop and integrate the standard operating procedures required to employ 
combined arms teams that can fight and win on the battlefield. 
 

• Recruit and retain high-quality soldiers and leaders. 
 
Through the training planning process, the commander's guidance (training vision, 
goals, and priorities) is melded together with the METL and the training assessment 
into manageable training plans. 

 
TRAINING PLANS 

4-2. A general comparison of the three types of training plans is at figure 4-3-- 
 

• Long-range. 
 

• Short-range. 
 

• Near-term. 
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Properly developed training plans will-- 
 
• Maintain a consistent battle focus.  Each headquarters in the organization 

involves its subordinate headquarters in the development of training plans.  Based 
on the higher headquarters' plans, subordinate commanders prepare plans that 
have a battle focus that is consistent throughout the organization. 
 

• Be coordinated with habitually task organized supporting organizations.  
Brigade combat team and battalion task force commanders plan for coordinated 
combined arms training of their wartime task organizations.  Commanders of 
habitually task-organized units actively participate in this process and develop 
complementary training plans.  Corps and division commanders require integrated 
training plans and monitor coordination efforts during the planning process. 

 
• Focus on the correct time horizon.  Long-range training plans in the AC extend 

out at least one year.  The RC long-range plans consider a minimum of two years.  
Short-range training plans in the AC normally focus on an upcoming quarter 
(three months) while RC short-range training plans typically use a one-year 
planning horizon.  Near-term planning for the AC starts approximately eight 
weeks prior to the execution of training with the RC starting approximately four 
months prior. 
 

• Be concerned with future proficiency.  Training plans must focus on raising or 
sustaining the proficiency of mission essential tasks to the Army standard. 
 

Figure 4-3. Comparison of Long-Range, Short-Range, and Near-Term Training Plans

Long-Range Short-Range Near-Term

Disseminate METL and battle tasks.

Establish training objective for each 
mission essential task.

Schedule projected major training 
events.

Identify long lead time resources and 
allocate major resources such as 
major training area rotations.

Identify available Training Support 
System products and services and 
identify new requirements.

Coordinate long-range calendars 
with all supporting agencies to 
eliminate training detractors.

Publish long-range guidance and 
planning calendar.

Provide basis for command 
operating budget input.

Provide long-range training input to 
higher headquarters.

Refine and expand upon appropriate 
portions of long-range plan.

Cross reference each training event 
with specific training objectives.

Identify and allocate short lead time 
resources such as local training 
facilities.

Coordinate short-range calendar with 
all support agencies.

Publish short-range guidance and 
planning calendar.

Provide input to  unit training 
meetings.

Refine and expand upon short-range 
plan through conduct of training 
meetings.

Determine best sequence for 
training.

Provide specific guidance for 
trainers.

Allocate Training Support System 
products and services, including 
training aids, devices, simulators, 
simulations, and similar resources to 
specific trainers.

Publish detailed training schedules.

Provide basis for executing and 
evaluating training.
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• Incorporate risk management into all training plans.  The nature of our 
profession is inherently dangerous.  Commanders must train their units to tough 
standards under the most realistic conditions possible.  Application of the risk 
management process will not detract from this training goal, but will enhance 
execution of highly effective, realistic training.  Risk management is the process 
of identifying, assessing, and controlling risks arising from operational factors and 
making decisions that balance risk costs with mission training benefits.    Leaders 
and soldiers at all echelons use risk management to conserve combat power and 
resources.  Leaders and staffs continuously identify hazards and assess both 
accident and tactical risks.  They then develop and coordinate control measures to 
mitigate or eliminate hazards.  Risk management is a continuous process for each 
mission or training event.  It must be integral to military decisions, tied into each 
training plan, and become a continuous part of preparation for training. 

 
• Establish organizational stability.  Changes disrupt training and frustrate 

subordinate leaders and soldiers.  Planning allows organizations to anticipate and 
incorporate change in a coordinated manner.  Stability and predictability are the 
result of locking in training plans.  Senior commanders are responsible to protect 
subordinate units from change. 
 

• Make the most efficient use of resources.  The planning process allocates 
limited time and other resources for training that contributes most to achieving 
and sustaining wartime proficiency levels. 
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Figure 4-4. Active Component Long-Range Planning Cycle

1These actions also apply to similar command level TDA organizations or activities.  For 
example, a TRADOC school normally commanded by a major general follows the same 
planning cycle as a division commander.

2Each headquarters follows this time line to allow subordinates adequate time to prepare 
their plans.

3Updated annually at the discretion of the commander.

4Division, separate brigade, regiment, and separate group commanders normally brief to 
and receive approval of the next higher headquarters on their long-range training plans no 
later than 8 months prior to FY start.

 
LONG-RANGE PLANNING 

4-3. Senior commanders publish their training guidance document sufficiently in 
advance to provide adequate planning time for both their wartime units and 
supporting peacetime organizations.  Guidance at these senior command echelons is 
critical to the development and integration of a large number of subordinate AC and 
RC long-range training plans.  Therefore, long lead times are the norm.  The long-
range planning cycles for MACOM, corps, AC and RC divisions and subordinates 
headquarters are at figures 4-4 and 4-5.  Each headquarters follows these time lines to 
allow subordinates adequate time to prepare their plans.   
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
 
 
 
 
 
 

Action1 Planning Guidance
Publication Date2

Future Planning
Horizon

Division, separate brigade, 
regiment, and separate group 
publish command training 
guidance and long-range 
calendar4

Installation and community 
publish long-range calendar

Brigade and group publish 
command training guidance 
and long-range calendar

Battalion, squadron, and 
separate company publish 
long-range calendar

8 months prior to FY start

7 months prior to FY start

6 months prior to FY start

4 months prior to FY start

Command Training Guidance at 
least 1 year

Calendar at least 2 years

At least 1 year

Command Training Guidance at 
least 1 year

Calendar at least 18 months

At least 1 year

MACOM publishes training 
guidance and major event 
calendar

Corps publishes training 
guidance and major event 
calendar

18 months prior to start of a   
2 year period3

12 months prior to start of a 
2 year period3

Up to 10 years or more

5 to 7 years
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Command Training Guidance (CTG).  The CTG is published to document the 
organization's long-range training plan.  It is the training analog of the organization's 
war plan.  It must be read and understood by all commanders, staff officers, and 
senior NCOs.  The CTG is used as a ready reference for the planning, preparation, 
execution, and evaluation of training throughout the long-range planning period.  
Examples of topics normally addressed in the CTG are-- 

 
• Commander's training philosophy. 

 
• METL and associated battle tasks. 

 
• Combined arms training. 

 
• Joint, multinational, and interagency training, as applicable. 

 
• Major training events and exercises. 

 
• Organizational Inspection Program (OIP). 

 
• Leader training. 

 
• Battle staff training. 
 

Figure 4-5. Reserve Component Long-Range Planning Cycle

Action1 2

Division, separate brigade, 
regiment, and separate group 
publish command training 
guidance and long-range 
calendar4

Brigade and separate battalion 
publish command training 
guidance and long-range 
calendar

Battalion, squadron, and 
separate company publish 
long-range calendar

12 months prior to FY start

10 months prior to FY start

6 months prior to FY start

Command Training Guidance at 
least 2 years

Calendar at least 5 years

At least 5 years

At least 3 years

1These actions also apply to similar command level TDA organizations or activities.  For example, a 
Regional Support Command commanded by a major general follows the same planning cycle as a 
division commander.

2Intermediate headquarters, such as Continental US Armies, State Area Commands, Major US Army 
Reserve Commands, and General Officer Commands, provide training guidance and scheduling 
information in sufficient time to allow subordinate units to meet required publication dates.

3Each headquarters follows this time line to allow subordinates adequate time to prepare their plans.

4Division, separate brigade, regiment, and separate group commanders normally brief to and receive 
approval of the next higher headquarters in the peacetime chain of command no later than 8-10 months 
prior to FY start.

Planning Guidance
Publication Date 3

Future Planning
Horizon
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• Individual training. 
 

• Self Development. 
 

• Standardization. 
 

• Training evaluation and feedback. 
 

• New equipment training and other force integration considerations. 
 

• Resource allocations. 
 

• Training management. 
 

• Risk management. 
 

LONG-RANGE PLANNING CALENDAR 
4-4. Commanders publish the long-range planning calendar concurrently with their 
CTG.  The calendar graphically depicts the schedule of events described in the CTG.  
Any known major training events or deployments scheduled beyond the normal 
planning window appear on the long-range planning calendar. To provide extended 
planning guidance for RC organizations, AC and RC planners routinely forecast 
major events that require RC participation for up to five years into the future.  They 
include major events, such as annual training periods and overseas deployments for 
training (ODT), on their long-range calendars.  Upon publication and approval by 
higher headquarters, long-range planning calendars are "locked in" to provide 
planning stability to subordinate organizations.  This means that only the approving 
commander can change a long-range planning calendar.  The senior commander 
agrees to allocate and protect the requisite resources, including time, and the 
subordinate commanders agree to conduct training to standard in accordance with the 
published calendar. 
 
Commanders coordinate long-range planning calendars with subordinate 
commanders, installation support agencies, and any other organizations that can 
generate training distracters if not fully integrated into the training organization's 
long-range plan. 
 
Senior leaders at all echelons eliminate nonessential activities that detract from 
METL based training.  In peacetime, however, certain activities occur that do not 
directly relate to an organization's wartime mission but are important to other Army 
priorities.  An example of this is AC support of ROTC summer training; for the RC, 
state-directed requirements for Army National Guard units.  Senior leaders limit these 
peacetime activities to the maximum extent possible.  Those that are absolutely 
essential are included in long-range planning documents.  When assigned these 
activities, commanders continually seek mission related training opportunities. 
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During long-range planning, commanders organize training time to support METL 
training and concentrate training distracters in support periods.  In addition to 
individual requirements such as leave and medical appointments, units may have 
temporary duty details and other support functions at the installation level.  Failure to 
consider these requirements early in the planning process can cause disruption to 
planned mission essential training. 

 
TRAINING AND TIME MANAGEMENT 

4-5. The purpose of time management is to achieve and to sustain technical and 
tactical competence and maintain training proficiency within the Band of Excellence.  
Time management systems identify, focus, and protect prime time training periods 
and the resources to support the training so that subordinate organizations are able to 
concentrate on mission essential training.  Figure 4-6 describes a Green-Amber-Red 
time management system and lists some of the training and support concepts that 
generally characterize each period.  Specific activities will vary between installations 
according to the local situation and requirements.  Time management periods are 
depicted on applicable long-range planning calendars. 
 
• Green.  The training focus of organizations in Green periods is multiechelon, 

collective training that leads to METL proficiency.  This period coincides with the 
availability of major training resources and key training facilities and devices.  
Organizations in Green periods conduct planned training without distraction and 
external taskings. 
 

• Amber.  The focus of units in Amber periods is on training proficiency at the 
platoon, squad and crew level.  Individual self-development is maximized through 
the use of installation education centers and through distributed learning.  
Organizations in Amber periods are assigned support taskings beyond the 
capability of those units in the Red period, but commanders strive for minimal 
disruption to Amber organizations' training programs.   
 

• Red.  The training focus of units in Red periods is on maximizing self-
development opportunities to improve leader and individual task proficiency.  
Units in Red periods execute details and other administrative requirements and 
allow the maximum number of soldiers to take leave.  Block leave is a technique 
that permits an entire unit to take leave for a designated period of time.  
Commanders maintain unit integrity when executing administrative and support 
requirements.  This exercises the chain of command and provides individual 
training opportunities for first line leaders. 
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Similarly, a Green-Red time management system may be more appropriate for some 
organizations.  Although support requirements vary greatly from installation to 
installation, the time management system can be modified to accommodate these 
particular situations.  The primary purpose of the time management system is to 
identify and to protect prime time training periods for subordinate organizations. 
 
When the Green-Red time management system is used, organizations in Green 
periods focus training at collective task proficiency, with leader and individual tasks 
integrated during multiechelon training.  These organizations conduct planned 
training without distraction and external taskings.  Organizations in Red periods 
maximize leader and individual self-development opportunities, execute details, other 
administrative requirements, and allow the maximum number of soldiers to take 
leave.  All administrative and support requirements should be accomplished with unit 
integrity.  The training of organization in Red periods is on small unit, crew leader, 
and individual proficiency.  Figure 4-7 is an example of a Green-Red time 
management system. 
 
Likewise, commanders can utilize the Green-Amber-Red or Green-Red time 
management system for internal organizational use.  For example, it may be feasible 
for organizations in Red periods to meet all support requirements with only a portion 
of their subordinate units at any given time.  In this case, the remaining subordinate 
units are free to train.  A subordinate unit could be assigned an internal Green period.  
In this manner, organizations can optimize small unit, crew, leader, and individual 
soldier unit training opportunities. 
 

Green Cycle
• Training focus primarily on collective tasks with individual and leader tasks integrated during 

multiechelon training.
• Maximum soldier attendance at prime time, mission essential training.
• Coincides with availability of major resources and key training facilities or devices.
• Administrative and support requirements that keep personnel from participating in training 

eliminated to the maximum extent possible.
• Leaves and passes limited to the minimum essential.

Amber Cycle
• Small unit, crew, leader, and individual soldier training emphasized.
• Provides time for soldier attendance at education and training courses.
• Some sub-organizations may be able to schedule collective training.
• Scheduling of periodic maintenance services.
• Selected personnel diverted to support requirements when all available personnel in organizations 

in red period are completely committed to support requirements.

Red Cycle
• Maximize self development.
• Diverts the minimum essential number of personnel to perform administrative and support 

requirements.
• Sub-organizations take advantage of all training opportunities to conduct individual, leader, and 

crew training.
• Support missions/details accomplished with unit integrity to exercise the chain of command and 

provide individual training opportunities for first line supervisors, as time permits.  Unit taskings 
can be used to reduce the number of permanent special duty personnel within installations and 
communities.

• Leaves and passes maximized.  When appropriate, block leave may be scheduled.
• Routine medical, dental, and administrative appointments coordinated and scheduled with 

installation support facilities.

Figure 4-6. Green-Amber-Red Time Management System



 

 
SH-3-44 

 

RC unit commanders can also use either the Green-Amber-Red or Green-Red time 
management system.  Using the Green-Amber-Red system: most of the Annual 
Training period should be green cycle training on collective tasks, most of the IDT 
periods should be Amber and focused on small unit, crew, leader and individual 
soldier training, with one or two IDT periods being Red for mandatory  
training/administrative requirements.  Using the Green-Red system:  Annual Training 
and the preponderance of IDT periods should be Green, with only one or two IDT 
periods being Red for mandatory training/administrative requirements.  In all training 
periods DMOSQ training for soldiers who are not school trained and qualified is the 
first order of business. 
 

 

TRAINING EVENTS 
 

Do less, do it well, meet the standard…treat every training event as though it 
were your last. Get to excellence in warfighting. 

General Eric Shinseki 
 

4-6. Commanders link training strategies to executable training plans by designing 
and scheduling training events.  During long-range planning, commanders and their 
staffs make a broad assessment of the number, type, and duration of training events 
required to accomplish METL training.  The event itself is only a tool to achieve and 
sustain proficiency on the METL within the Band of Excellence.  METL proficiency 
is the objective.  In the subsequent development of short-range training plans, senior 
commanders fully define training events in terms of METL based training objectives, 

Green Cycle
• Training focus primarily on collective tasks with individual and leader tasks integrated during 

multiechelon training.
• Maximum soldier attendance at prime time, mission essential training.
• Coincides with availability of major resources and key training facilities or devices.
• Administrative and support requirements that keep personnel from participating in training 

eliminated to the maximum extent possible.
• Leaves and passes limited to the minimum essential.

Red Cycle
• Maximize self development.
• Diverts the minimum essential number of personnel to perform administrative and support 

requirements.
• Small unit, crew, leader, and individual soldier training emphasized.
• Sub-organizations take advantage of all training opportunities to conduct individual, leader, and 

crew training.
• Schedule and perform periodic maintenance services.
• Support missions/details accomplished with unit integrity to exercise the chain of command and 

provide opportunities for first line supervisors, as time permits.  Unit taskings can be used to 
reduce the number of permanent special duty personnel within installations and communities.

• Provides time for soldier attendance at education and training courses.
• Leaves and passes maximized.  When appropriate, block leave may be scheduled.
• Routine medical, dental, and administrative appointments coordinated and scheduled with 

installation support facilities.

Figure 4-7. Green-Red Time Management System
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scenarios, resources, and coordinating instructions.  Through training events, senior 
commanders-- 
 
• Develop mission related scenarios. 

 
• Focus the entire organization on several METL tasks. 

 
• Integrate all BOS into coordinated combined arms training. 

 
Training events are the common building blocks that support an integrated set of 
METL related training requirements.  Included in long-range training plans, training 
events form the framework for resource allocation and provide early planning 
guidance to subordinate commanders and staffs. 
 
By developing and coordinating training events, the organization is able to bring 
together, at one time, the training areas and facilities, TSS products and services, 
OPFOR, observer/controllers, evaluators, and other resources that create the most 
realistic and battle focused training.  Typical training events are shown at figure 4-8. 

 
 
During planning, senior commanders allocate maximum training time to 
subordinates.  Some large-scale training events, however, must be planned so that 
senior commanders can exercise and integrate all BOS within their wartime 
organizations.  The training value of these large-scale exercises to the entire 

Figure 4-8. Types of Training Events

• Joint Training Exercise (JTX)
• Situation Training Exercise (STX)
• Command Field Exercise (CFX)
• Command Post Exercise (CPX)
• Logistic Exercise (LOGEX)
• Live Fire Exercise (LFX)
• Map Exercise (MAPEX)
• CTC Rotations (CTC)

• Combined Training Exercise (CTX)
• Tactical Exercise Without Troops (TEWT)
• Deployment Exercise (DEPEX)
• Combined Arms Live Fire Exercise 
(CALFEX)

• Field Training Exercise (FTX)
• Fire Coordination Exercise (FCX)
• BCTP/BCBST and other Simulations
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command is increased when subordinate headquarters participate in developing 
multiechelon training objectives and scenarios. Subordinate commanders use higher 
headquarters training guidance, their unit METL, and their unit battle tasks to develop 
their unit-training plan.  The next higher commander approves, protects, and 
resources that plan. 
 
The Army has increasingly emphasized externally supported training events in which 
a headquarters senior to the unit being trained provides assistance in the form of 
detailed planning, additional resources, and evaluation.  Support provided by the 
higher headquarters usually includes a METL derived scenario with associated 
training and evaluation outlines (T&EO), an OPFOR, observer/controllers, and 
evaluation support.  The Army's CTCs are prime examples of training opportunities 
that provide combined arms battle focused training that is externally supported.  
CTCs provide training events that are based on each participating organization's 
METL and conducted under realistic and stressful conditions.  Externally supported 
training events can also be conducted at home station to enable the units being trained 
to focus exclusively on the execution of training. 
 
Organizations can only obtain the full training benefits of externally supported events 
through carefully planned preparatory training.  Therefore, a priority during long-
range planning is to develop METL based training programs designed to assist 
leaders and units in achieving and sustaining METL task proficiency in the Band of 
Excellence.  METL proficiency is the goal, not the completion of the event. 
 

LIVE, VIRTUAL, AND CONSTRUCTIVE TRAINING 
4-7. Commanders use a mix of  Live, Virtual, and Constructive (L-V-C) training to 
achieve and sustain unit and staff proficiency on selected METL tasks and supporting 
unit and staff battle tasks within the Band of Excellence.  The goal is to train mission 
essential tasks to standard and sustain a wartime readiness posture.  Battalion level 
units attain and sustain warfighting proficiency and develop soldier fieldcraft 
primarily through live training.  Brigades and higher units rely more on V-C training 
events to attain and sustain their warfighting proficiency.  In general, commanders at 
battalion level and lower plan and execute standards based in V-C simulations to-- 
 

• Prepare for live “in the dirt” training. 
 

• Rehearse selected staff and unit battle tasks and squad, team and crew 
drills. 

 
• Retrain on selected unit battle tasks, supporting squad, team and crew 

critical tasks, and leader and individual soldier tasks evaluated as either 
“P” or “U”. 

 
Battalion commanders leverage V-C training events to accelerate junior leader 
mastery of tasks directly related to developing tactical competence, confidence and 
proficiency that support their unit’s METL or supporting critical collective tasks.  
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Similarly, battalion and company commanders look to their CSM, 1SGs and key 
NCO leaders to leverage V-C training events to accelerate junior NCO and soldier 
mastery of individual tasks directly related to developing their technical competence, 
confidence and proficiency that support their small unit, crew, leader, and individual 
soldier tasks. 

 
Figure 4-9 provides some of the possible options commanders can use to train 
soldiers, staffs, leaders, units, and themselves.  The commander selects the tools that 
will result in the unit receiving the best training based on available resources.  Virtual 
and constructive training cannot replace all live training.  They can, however, 
supplement enhance, and complement live training to sustain unit proficiency within 
the Band of Excellence. 

 
 

 
 
Battalion task force through division/corps/army forces/joint forces commanders must 
sustain their battle staffs’ wartime proficiency.  Leaders and staffs achieve and sustain 
proficiency primarily through repetitive execution of battle staff drills to standard.  
Brigade and battalion/task forces may execute live, virtual, and constructive training.  
The use of virtual and constructive training provides excellent training opportunities 
for leader training.  The repetitive nature of these tools makes them invaluable in 
training adaptive leaders.  Commanders can run multiple iterations of a task, changing 
only the conditions, to help mature the decision-making and judgment abilities of 
subordinate leaders.    
 

Several Options:  Commanders Select the Right Mix!

POTENTIAL MIX OF OPTIONS

Initial Proficiency Sustainment

Battalion/Task Force

Brigade

Division

Corps/Army Forces/
Joint Task Force

Crew/Squad

Platoon

Company/Battery/Troop

Live (L)--Training executed in field conditions using tactical equipment enhanced by training aids, devices, simulators, 
and simulations (TADSS) and tactical engagement simulation to simulate combat conditions.
Virtual (V)--Training executed using computer-generated battlefields in simulators with approximate characteristics of 
tactical weapons systems and vehicles.  Virtual tactical engagement simulation training permits units to maneuver over 
much larger areas.
Constructive (C)--Training that uses computer models and simulations to exercise the command and staff functions of 
units from platoon through echelons above corps.

L/V/C

L/V

L/V

L/V

L

L

L L/V

L/VL

L/V

L/V

C

L/V/C

C L/V/C

C C L/V/C

L/V/C L/V/C

Individual L/V L/V L/V

Figure 4-9. Live, Virtual, and Constructive Training Mix
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The intent is to train to standard.  It is the commander's responsibility to be familiar 
with all three of these tools and to select the most applicable within allocated L-V-C 
resources and available training time.  The commander, when planning training, must 
determine the appropriate mix that meets the unit training requirements and 
objectives.  Units may potentially conduct training using L-V-C training, 
simultaneously. 
 

TRAINING RESOURCES 
4-8. The commander uses his assessment of METL and battle tasks to determine 
the resource priorities for training requirements.  During both long-range and short-
range planning, constrained resources may require deletion of low-priority training 
requirements, substitution of less costly training alternatives, or a request for 
additional resources to execute METL training not resourced, and lower priority 
training.  To the extent possible, commanders confirm resources before publishing 
training plans.  Common sources for information are listed in figure 4-10. 

 
 
 
 
 
 
 
 
 
 

Figure 4-10. Sources of Training Resource Information

• Command operating budget
• Fuel allocation
• Higher headquarters training plans
• Flying hour program
• Training land and range availability

• Force integration documents
• Ammunition authorizations
• Local training area directives
• Availability of TSS products and services, 

including training aids, devices, simulations and 
simulators (TADSS) 



 

 
SH-3-49 

 

 
 
 

 
 
A METL based events approach to resource planning is used for the allocation of 
time, facilities, ammunition, funds, fuel products, and other resources.  For example, 
a reasonably close approximation of the future petroleum, oil, and lubricants (POL) 
(Class III) and repair parts (Class IX) resource requirements (the most significant 
operations and maintenance costs in a tank battalion) can be calculated for a training 
event as shown in figure 4-11. 
 

 
 
 
 
 
 
 
 
 
 
 
 

Figure 4-11.   Example Projection of Costs for an Active Component Tank Battalion FTX

System Number
Used

Miles
Traveled

Cost Factors
Class IX     Class III

System
Cost

T13305

T92242
T92310
C10990

D11538

C18234

T61494

T60081

T60149

R50681
T59278
X40931

TANK COMBAT FULL 
TRACKED:  120MM GUN M1A2
TRUCK UTIL ARMT 1 1/4 TON
TRUCK UTIL ARMT 1 1/4 TON
CARRIER 120 MM MORTAR:  
SELF-PROPELLED ARMORED
CARRIER COMMAND POST:  
LIGHT TRACKED M577
CARRIER PERSONNEL FULL 
TRACKED:  ARMORED (RISE) 
M113
TRUCK UTILITY:  
CARGO/TROOP CARRIER 1-1/4 
TON 4X4 W/E (HMMWV)
TRUCK CARGO:  4X4 LMTV 
W/E
TRUCK CARGO:  4X4 LMTV 
W/E W/W
M88 RECOVERY VEHICLE
HEMMT
TRUCK CARGO:  DROP SIDE 5 
TON 6X6 W/WINCH W/E

632,107.52

306.25
306.25

3,307.20

4,042.50

9,090.00

1,800.75

778.75

111.25

44,430.75
7,383.00

992.25

$704,656.47

5.87

0.06
0.06
0.47

0.47

0.47

0.06

0.12

0.12

1.62
0.34
0.15

218.60

0.43
0.43

13.31

15.70

11.65

0.43

0.77

0.77

83.01
1.80
0.66

64

125
125
60

50

75

175

125

125

75
150
175

44

5
5
4

5

10

21

7

1

7
23
7

• Calculations derived using FY01 US Army Cost and Economic Analysis Center (USACEAC) cost factors.
• Calculation example:  Pieces of Equipment (44) X Miles Traveled (64) X Class IX Cost Factors (218.60) = Class IX Costs
• Pieces of Equipment (44) X Miles Traveled (64) X Class III Cost Factors (5.87) = Class III Costs
• Class IX Costs ($615,577.60) + Class III Costs ($16,529.92) = Total System Costs ($632,107.52)   

LIN
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The same procedure is followed to determine the costs for each projected training 
event and totaled into an aggregate training cost for the year.  See figure 4-12. 

 

 
 
 
 
 
 
 
 

Figure 4-12.   Example Annual Training for Costs for an Active Component Tank Battalion

System Number
Used

Miles
Traveled

Cost Factors
Class IX     Class III

System
Cost ($)

T13305

T92242
T92310
C10990

D11538

C18234

T61494

T60081

T60149

R50681
T59278
X40931

TANK COMBAT FULL 
TRACKED:  120MM GUN M1A2
TRUCK UTIL ARMT 1 1/4 TON 
TRUCK UTIL ARMT 1 1/4 TON
CARRIER 120 MM MORTAR:  
SELF-PROPELLED ARMORED
CARRIER COMMAND POST:  
LIGHT TRACKED M577
CARRIER PERSONNEL FULL 
TRACKED:  ARMORED (RISE) 
M113
TRUCK UTILITY:  
CARGO/TROOP CARRIER 1-1/4 
TON 4X4 W/E (HMMWV)
TRUCK CARGO:  4X4 LMTV 
W/E
TRUCK CARGO:  4X4 LMTV 
W/E W/W
M88 RECOVERY VEHICLE
HEMMT
TRUCK CARGO:  DROP SIDE 5 
TON 6X6 W/WINCH W/E

7,901,340

4,900
4,900

26,460

30,320

66,050

23,150

12,460

1,780

399,880
45,770
11,340

$8,528,350

5.87

0.06
0.06
0.47

0.47

0.47

0.06

0.12

0.12

1.62
0.34
0.15

218.60

0.43
0.43

13.31

15.70

11.65

0.43

0.77

0.77

83.01
1.80
0.66

800

2000
2000

480

375

545

2250

2000

2000

675
930

2000

44

5
5
4

5

10

21

7

1

7
23
7

• Calculations derived using FY01 US Army Cost and Economic Analysis Center (USACEAC) cost factors.
• Calculation example:  Pieces of Equipment (44) X Miles Traveled (800) X Class IX Cost Factors (218.60) = Class IX Annual Costs
• Pieces of Equipment (44) X Miles Traveled (800) X Class III Cost Factors (5.87) = Class III Annual Costs
• Class IX Annual Costs ($7,694,720.00) + Class III Annual Costs ($206,624.00) = Total System Annual Costs ($7,901,344.00)   

LIN
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There is a relationship between the number of miles or hours that an item of 
equipment, such as a tank, is operated and the dollars required to purchase the repair 
parts and POL for that piece of equipment.  Funding authority to purchase the 
projected repair parts, fuel products, and other items necessary to support the training 
mission is allocated to units based on operating tempo (OPTEMPO).  The OPTEMPO 
of an organization is the average annual miles or hours of operation for its major 
equipment systems.  The total annual training cost of the desired list of training 
events, as shown in the example at figure 4-12, which represents an OPTEMPO of 
800 miles per tank, is then compared with budget projections to determine if the 
desired training can be fully resourced.  If the battalion is not projected to receive 
sufficient resources to finance the projected list of events, the list of events may have 
to be revised by the commander as illustrated in figure 4-13. 

 
 

 
 
 
 
 
 
 
 
 
 

Figure 4-13. Revising a List of Training Events to Meet Fiscal Constraints

Event
Desired Number of Live 

Events (Per Year)

Battalion CPX

Battalion CFX1

Battalion FTX

Company CFX2

Company FTX3

Company LFX4

Platoon FTX3

Platoon LFX5

Estimated Cost

Training Event Mix
(Reduced Resources)

Live     Virtual     Constructive

Total Number
of Resourced 

Events

4

2

2

4

4

2

4

4

$8.9M

1Battalion CPX:  May conduct company level CCTT exercises in conjunction with Battalion CPX (JANUS 
Battle Staff exercise)

2Company CFX:  Leader TEWT and CCTT exercises may precede CFX.   
3Platoon/Company FTX:  Normally consists of METL based STX and one FTX annual external evaluation.
4Company LFX:  TEWT and CCTT exercises may precede actual LFX.
5Platoon LFX:  Executed during unit gunnery periods; UCOFT used for preparation and retraining.

0

2

1

2

1

2

1

2

4

2

2

4

3

3

3

4

$5.8M

0

0

1

2

2

1

2

1

4

0

0

0

0

0

0

0
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The Army relies on live FTXs to provide realistic training.  Live fire exercises (LFX), 
STXs, deployment exercises, and battle drills must be conducted under conditions 
that replicate actual combat as nearly as possible.  This is especially true at the 
battalion level and below.  Virtual and constructive training cannot replace live 
training.  They can, however, supplement, enhance, and complement live training to 
sustain unit proficiency within the Band of Excellence.  Based on resources available 
(time, ammunition, simulations, range availability, etc.), commanders determine the 
right mix and frequency of live, virtual, and constructive training to ensure efficient 
use of allocated training resources.  Brigade size and larger organizations normally 
plan and execute more virtual and constructive training, as shown in figure 4-14. 
 

 
Live, virtual, and constructive training opportunities are integral components of a 
commander's training strategy to develop competent, confident, and adaptive leaders, 
battle staffs, and units.  A resource analysis allows leaders at all echelons to make 
training trade-offs, within various budget and program levels, that best support the 
commander's training strategy. 
 
The unit may be required to conduct fewer FTXs and LFXs (which require higher 
densities of equipment and higher resource expenditures) and add a mix of simulation 
exercises to stay within resource constraints and maintain training proficiency within 
the Band of Excellence.  The commander determines the effect these substitutions 
will have on attaining desired levels of training proficiency.  He then provides this 

Live

Company

Battalion

Division

Corps

Brigade

Virtual and Constructive

Figure 4-14. Application of Live-Virtual-Constructive Training
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information to the next higher commander who will either provide additional 
resources or approve the constrained resource plan. 
 
By summing up fiscal resource projections of subordinate units, commanders at 
higher echelons are able to estimate resource requirements necessary to support their 
training strategies.  Similar analyses are conducted to estimate ammunition, facilities, 
and other resources.  Upon completion of the trade-off analysis, the commander 
includes the resulting events and associated resources in the long-range training plan. 
 
A significant resource consideration in RC planning is the allocation of available 
training time.  Limited training time requires RC commanders to prioritize training 
requirements.  They may have to train fewer tasks so that the Army standard can be 
attained.  RC commanders compensate for lack of training time by carefully 
distributing requirements over longer periods of time and identifying selected training 
tasks for execution during postmobilization training.  Virtual and constructive 
training can complement live training because they are time efficient, and can support 
sustainment of the RC unit in the Band of Excellence. 
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SHORT-RANGE PLANNING 
4-9. Short-range training plans define in greater detail the broad guidance on 
training events and other activities contained in the long-range training guidance and 
long-range calendar.  They refine the allocation of resources to subordinate 
organizations and provide a common basis for preparing near-term training plans. 
 
• Short-Range Training Guidance.  Each echelon from division through battalion 

publishes short-range training guidance that enables the commander and staff to 
prioritize and refine mission essential training guidance contained in the long-
range CTG.  Commanders must publish the short-range training guidance with 
sufficient lead-time to ensure subordinate units have time to develop their own 
short-range training plans.  As shown in figure 4-15, the AC division provides 
Quarterly Training Guidance (QTG) to subordinate commands and installations at 
least 90 days prior to the start of each quarter.  After receiving guidance from 
higher headquarters, subordinate units down to battalion sequentially publish their 
QTG.  The RC process is conceptually the same as the AC process; except, the 
guidance normally is published annually as Yearly Training Guidance (YTG) as 
shown at figure 4-16.  Additionally, RC unit commanders are required to develop 
a postmobilization training plan to complete training to the level organized.  This 
plan should be updated concurrently with the Yearly Training Plan. 

 
 

 
 
 
 

Action

Division, separate brigade, 
regiment, group, or similar level 
command publishes Quarterly 
Training Guidance (QTG)

Brigade and group publish QTG

Battalion, squadron, and 
separate company QTG

Conduct Quarterly Training 
Briefing (QTB)

3 months prior to start of 
quarter

2 months prior to start of 
quarter

6 weeks prior to start of 
quarter1

Prior to start of quarter

3 months

3 months

3 months

3+ months

1To allow sufficient time for near-term planning at company level before the start of the quarter. 

Figure 4-15. Active Component Short-Range Planning Cycle (Quarterly)

Planning Guidance
Publication Date

Future Planning
Horizon
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An important aspect of the quarterly and yearly training guidance is the role of the 
NCO.  Within the framework of the commander's guidance, the CSM/1SG and key 
NCOs provide planning recommendations on the organization's individual training 
program.  They identify the individual training tasks that must be integrated into 
collective mission essential tasks during the short-range planning period.  Examples 
of topics normally addressed in QTG and YTG are-- 

 
• Commander's assessment of METL proficiency. 

 
• Training priorities and strategy to improve and sustain METL proficiency. 

 
• Combined arms training. 

 
• Organizational Inspection Program. 

 
• Joint, multinational, and interagency training, as applicable. 

 
• A cross reference of training events and associated METL training 

objectives. 
 

• Individual training. 
 

• Leader development and leader training. 

Action

Division, separate brigade, 
regiment, group, or similar level 
command publishes Yearly 
Training Guidance (YTG)

Brigade and separate battalion 
publish YTG

Battalion, squadron, and 
separate company publish YTG

Conduct Yearly Training 
Briefing (YTB)

6-8 months prior to FY start

4-6 months prior to FY start

3-4 months prior to FY start

Prior to FY start

1 year

1 year

1 year

1+ years

Figure 4-16. Reserve Component Short-Range Planning Cycle (Annually)

Planning Guidance
Publication Date

Future Planning
Horizon
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• Self Development. 

 
• Training of trainers and evaluators. 

 
• Training evaluation and feedback. 

 
• Force integration. 

 
• Resource guidance. 

 
• Training management. 

 
• Risk management. 

 
• Short-Range Planning Calendar.  The short-range planning calendar refines the 

long-range planning calendar and provides the time lines necessary for small unit 
leaders to prepare near-term training schedules. 
 
In preparing a short-range calendar, details are added to further define the major 
training events contained on the long-range planning calendar.  Some examples of 
these details include-- 
 
• The principal daily activities of major training events. 

 
• Home station training conducted in preparation for major training events and 

evaluations. 
 

• Other mandatory training that supports METL and warfighting such as 
command inspections as part of the OIP, Army Physical Fitness Test, 
weapons qualification, or periodic equipment maintenance and services. 

 
• Significant non-training events or activities that must be considered when 

scheduling training.  Examples are national or local holidays and installation 
support missions. 

 
The short-range training calendar is coordinated with appropriate installation 
support agencies to create a common training and support focus between 
supported and supporting organizations. 

 
• Training Events.  Major training events are identified and scheduled during the 

long-range planning process.  Short-range planning refines major training events. 
A major aspect of designing short-range training events is allocation of time to 
ensure the planned training is conducted to standard. Detailed information on 
training events may appear in the organization's short-range training guidance or 
in separate documents such as exercise directives or memorandums of instruction. 
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• Multiechelon Training.  Limited time and other resources do not permit 

developing sequential training programs in which each echelon from lower to 
higher is successively trained to reach interim "peaks" in proficiency.  Therefore, 
leaders use a multiechelon training approach to plan training events.  
Multiechelon training allows simultaneous training and evaluation on any 
combination of individual and collective tasks at more than one echelon.  
Multiechelon training is the most efficient and effective way to train and sustain 
proficiency on mission essential tasks within limited periods of training time. 

 
Figure 4-17 is an example sequence for a division directed AC battalion task force 
EXEVAL multiechelon training event.  This example depicts mission essential 
training tasks for each echelon from battalion task force through crew.  Various 
exercise techniques (MILES, battle simulation, live fire, etc.) are used to 
accomplish the specified training objectives. 

 

 
 

The designation of control and evaluation organizations is an important aspect of 
externally supported training exercises.  This allows the units performing training 
to focus on execution of training while other organizations provide the necessary 
control, evaluation, and administrative support.  The ten-day battalion task force 
EXEVAL training event illustrated in figure 4-17 describes two approaches to 
multiechelon training (figures 4-18 and 4-19).  Multiechelon training occurs 
when-- 

 
• An entire organization focuses on a single METL task.  For example, figure 4-

18 highlights a number of supporting tasks that a battalion task force performs 

Figure 4-17. Division Directed Battalion Task Force EXEVAL Multiechelon Training Event

Day Phase Mission Essential 
Training Tasks1

Battalion 
Task Force Company

Platoon/ 
Squad/ 
Crew

Evaluation
HQ

1

2

3

4

5
6
7

8

9

10

A

B

C

D

Alert/Upload basic and 
operational loads

Move to an assembly area 
and assemble the force

Prepare the deliberate 
defense

Continue preparation of the 
deliberate defense

Conduct deliberate defense 
(FTX) (MILES)

Conduct offensive operations 
(constructive simulation)
--Hasty attack
--Deliberate attack
--Night attack

Conduct hasty attack (LFX)

Mounted navigation exercise

Conduct tactical movement 
(redeploy) and post-
operations maintenance

X

X

X

X

X

X

X

X

X

X

X

(Company 
HQ Only)

X

X

X

X

X

X

1st Brigade 

1st Brigade

1st Brigade

2d Brigade

1st Brigade

2d Brigade

All Officers

Noncommissioned Officers Control

1Selected individual tasks will be evaluated during each collective training activity.
2Divson HQ is the exercise control headquarters.  Designated brigades  provide controllers and evaluators, OPFOR, and 
range safety personnel.
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simultaneously to execute a successful deliberate attack against a prepared 
enemy defense. 

 
• Different echelons of an organization conduct training on related METL tasks 

simultaneously.  The example at figure 4-19 depicts different echelons 
training on related tasks during days 5 through 7 of the battalion task force 
EXEVAL training event at figure 4-17.  The battalion task force headquarters 
and company headquarters participate in a constructive battle simulation while 
tank platoons concurrently conduct platoon STXs in virtual simulations.  
Mechanized platoons concurrently conduct squad live fire exercises and crew 
proficiency training to prepare for the platoon hasty attack LFXs on "Day 8". 

Figure 4-18. Selected Tasks Planned to be Executed During a Multiechelon Task Force Deliberate Attack

Responsibility

Task Force 
Commander

Team Commander

Platoon Leader

Squad Leader

Individual Soldier

Participants Activity

Battalion TF

All assigned or attached 
personnel

All assigned or attached 
personnel

Squad members

Squad Member

• Attack a Stationary Force
• React to chemical attack

•Conduct assault of an enemy 
position
• React to chemical attack

• Conduct initial breach of 
mined wire obstacle
• Enter/clear trench
• React to chemical attack

•Enter/clear trench
• Knock out a bunker
• React to chemical attack 

•Enter/clear trench
• Knock out a bunker
• React to chemical attack 

Collective Tasks

FTX

FTX

FTX

FTX

FTX

Leader/Staff/Individual Tasks

TF CDR:  Develop attack plan
S2:  Develop R&S plan.
FSO:  Develop concept of fires.
CHEMO:  Develop NBC survey 
plans.

Employ direct and/or indirect 
fires.

Analyze terrain; conduct 
platoon maneuver, plan for use 
of supporting fires.

Analyze terrain; conduct squad 
maneuver; control organic fires.

Move as a member of a fire 
team; engage targets with 
M16A2, M203 and M249; employ 
hand grenades.

Note:  Leader/Staff/Individual tasks taken from ARTEPs 71-2-MTP, 71-1-MTP and 7-7J-DRILL
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Figure 4-19. Multiechelon Training Exercise Where a Task Force Executes Related  Tasks While Simultaneously 
Conducting Different Training Activities.  

Responsibility

Task Force Commander

Mech Platoon Leaders

IFV Commanders

Tank Platoon Leaders 

Participants Activity

Battalion task force staff 
and company/team 
commanders

All assigned and 
attached squad members

Crew Members

All assigned  and 
attached platoon 
members

• Attack a stationary 
force at night.

• Enter/clear a trench
• Knock out a bunker

• IFV Gunnery

• Attack by fire
• Support by fire 

Tasks

Constructive  
simulation

Live Fire Exercise

Crew Proficiency 
Course (CPC)

Close Combat 
Tactical Trainer 
(CCTT)
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Figure 4-20 depicts a multiechelon training concept for an RC division annual 
training period.  It addresses some RC unique training considerations such as the use 
of the CONUSA, Division (Training Support), and AC support of RC training. 

 
 

Larger scale training events also provide an opportunity for valuable individual, crew, 
battle staff, and small unit training.  These exercises can result in unproductive 
training for soldiers at lower echelons unless senior leaders plan multiechelon training 
down to the smallest participating units. This is the best method to maintain battle 
focus on the large unit METL tasks as well as on supporting collective and individual 
battle tasks for even the smallest participating units. 
 
• Training Resources.  In short-range planning, commanders allocate training 

resources to subordinate organizations for specific training activities.  As 
required, adjustments are made from the initial resource projections contained in 
long-range plans.  The key requirement for division and brigade commanders is to 
coordinate short-range training plans with the various resource processes that 
support training.  Examples of these processes are Program Budget Advisory 
Committee  (PBAC) meetings, ammunition forecasts, and training area and 
facility scheduling conferences.  A significant resource to assist the commander in 
planning training is the TSS.  The TSS is a collection of resources that supports 
training and leverages available technology to replicate combat conditions and 
enhance training.  Examples of TSS training support products are-- 

 
• Facilities such as ranges, training areas, firing points, urban training sites, 

digital training facilities, and mission support and training facilities. 

Figure 4-20. Multiechelon Training for Reserve Component Division Annual Training

Event

Wartime Mission-Related CPX

Company and Platoon STX

All commanders and staffs from division through battalion participate 
in an exercise that thoroughly rehearses wartime operations plans.  
Division (Training Support)  provides controllers, operates the battle 
board, and simulates the company level chain of command.  The 
CONUSA provides personnel for a corps headquarters response cell
and assists in evaluation.

As more senior commanders are participating in the CPX, companies 
negotiate a series of METL-related STXs.  For example, an RC 
maneuver platoon is required to cross an LD at a specific time, react to 
an enemy ambush, clear an obstacle, conduct a hasty attack, and 
defend against a counter attack.  The RC unit would perform the STX, 
participate in detailed after-action reviews, and renegotiate the course 
until the Army standard on each training task was achieved.  Similar 
STXs are established for all of the combat arms, combat support, and 
combat service support organizations in the division.

Description
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• Training products such as MTP, training support packages, multimedia 

products, and distance learning through electronically stored and delivered 
course content and programs of instruction. 
 

• TADSS such as tactical engagement simulations, instrumentation at the 
CTC and home station, embedded training capabilities, MILES, and 
Warfighter simulation. 
 

• Training services such as the Center for Army Lessons Learned, 
proponent schools, installation support, and CTC. 

 
Training support products and their applications to training are discussed in detail 
in FM 7-1, Battle Focused Training. 
 
• Train the Trainers.  Training the trainers is a critical step in preparation for 

training.  The leaders, trainers, and evaluators involved in any training event 
must know, understand, and be proficient on the specified tasks.  Leaders, 
trainers, and evaluators must be trained to standard if the training event is to 
be done to standard. 

 
In addition to leader training, specific trainer training must also be identified 
and planned.  All leaders are trainers, but all trainers are not necessarily 
leaders.  A specialist or subject matter expert may be necessary to conduct the 
instruction for a particular collective or individual task.  It is essential that 
these trainers be allocated sufficient time to prepare the specified training. 
 
An overlap in training responsibilities, frequently overlooked by leaders when 
planning, is the case where a subordinate leader is the primary trainer as well 
as the leader of an element undergoing a collective training event.  Senior 
leaders must consciously allocate sufficient time for subordinates to prepare 
for these responsibilities. 
 
Training leaders, trainers, and evaluators to standard supports, enhances, and 
enables collective training when properly planned and conducted before the 
training event.  Commanders must plan, resource, and ensure timely 
accomplishment of trainer training. 
 

• Short-Range Training Briefings.  The short-range training briefing is a 
conference conducted by senior commanders to review and approve the 
training plans of subordinate units.  It is conducted before the time period 
addressed in the QTG or YTG.  AC units conduct Quarterly Training 
Briefings (QTB).  RC units conduct Yearly Training Briefings (YTB). 

 
Division commanders receive the short-range training briefing from subordinate 
brigades and all battalions in the division.  The brigade commander and CSM 
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personally present the overview of the brigade training plan; battalion 
commanders and CSMs present detailed briefings of their training plans.  All 
habitually associated commanders participate in preparing and conducting the 
training briefing. 
 
Training briefings produce a contract between the senior commander and each 
subordinate commander. As a result of this contract, the senior commander agrees 
to provide resources, including time, and protect the subordinate unit from 
unprogrammed taskings.  The subordinate commander agrees to execute the 
approved training plan and conduct training to standard.  This shared 
responsibility helps maintain priorities, achieve unity of effort, and synchronize 
actions to achieve quality training and efficient resourcing.  The QTB or YTB, as 
appropriate, is the forum where contracts for that training period are discussed 
and confirmed.  Training guidance flows from the top-down and requirements for 
planning and execution of tasks flow from the bottom-up. 
 
The training briefing is a highlight of the senior commander's leader development 
program.  It provides the commander an opportunity to coach and teach 
subordinates on the fine points of his philosophy and strategies in all aspects of 
warfighting, to include doctrine, training, force integration, and leader 
development.  It enables subordinate commanders, some of who may be new to 
the organization, to gain a better understanding of how their mission essential 
training relates to the battle focused training programs of their senior commanders 
and peers. 
 
The senior commander specifies the format and content of the briefing in the 
QTG or YTG.  However, the briefing guidance should be flexible enough to 
provide subordinate commanders and CSMs the latitude to highlight their 
initiatives and priorities.  Units should refrain from discussing readiness issues not 
directly related to training.  Such statistical, logistical, manning, or other 
management data is more appropriate to other readiness review forums and 
distracts from the overall training focus of the QTB or YTB. 
 
During the training briefing, the subordinate commanders, as a minimum, usually 
address the following specific areas-- 

 
• Brief training that was planned and briefed at previous QTB or YTB, but was 

not conducted and why. 
 

• The organization's METL and assessment of proficiency levels. 
 

• A discussion of the unit's training focus and objectives for the upcoming 
training period. 

 
• A presentation of the organization's short-range planning calendar. 
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• A description of upcoming training events. 
 

• Officer leader development program with emphasis on warfighting skill 
development. 

 
• Self Development. 

 
• Risk management. 

 
• Plans for preparing trainers and evaluators. 

 
• Force integration plans for the upcoming period. 

 
• Resource allocation. 

 
Each CSM normally follows the commander's presentation.  The CSM provides an 
analysis of the organization's individual training proficiency and discusses the 
organization's planned individual training and education.  Example discussion topics 
include-- 
 

• Individual training proficiency feedback received concerning previous short-
range planning period. 

 
• An assessment of the organization's current individual training proficiency. 

 
• Individual training events planned during the upcoming short-range planning 

period and strategy to prepare soldiers for these evaluations. 
 

• A description of METL derived individual tasks to be integrated with 
upcoming collective mission essential tasks. 

 
• Marksmanship and physical fitness programs. 

 
• NCO leader development program with emphasis on warfighting skill 

development. 
 

• Self Development. 
 

• NCO/Enlisted Schools. 
 
 



 

 
SH-3-64 

 

NEAR-TERM PLANNING 
4-10. Near-term planning is primarily conducted at battalion and subordinate 
command levels.  It is conducted to-- 
 
• Schedule and execute training objectives specified in the short-range training plan 

to the Army standard. 
 

• Provide specific guidance to trainers. 
 

• Make final coordination for the allocation of resources to be used in training. 
 

• Complete final coordination with other units that will participate in training as 
part of the task organizations. 
 

• Prepare detailed training schedules. 
 
Near-term planning covers a six to eight week period prior to the conduct of training 
for AC units (figure 4-21) and a four month period prior to training for RC units 
(figure 4-22).  Formal near-term planning culminates when the unit publishes its 
training schedule. 

 
 
 

Figure 4-21. Active Component Near-Term Planning Cycle (Weekly)

Action

Battalion training meetings and 
subsequent draft training schedules1

Battalion publishes training schedules2

6-8 weeks prior to execution

4-6 weeks prior to execution

6-8 weeks

4-6 weeks

1Training schedules are developed at company level and approved by battalion commanders.
2Training schedules are typed and reproduced at battalion level.

Planning Guidance
Publication Date

Future Planning
Horizon

Figure 4-22. Reserve Component Near-Term Planning Cycle (Monthly)

Action

Battalion training meetings and 
subsequent draft training schedules1

Battalion publishes training schedules

4 months prior to execution

3 months prior to execution

4 months

3 months

1Training schedules are developed at company level and approved by battalion commanders.

Planning Guidance
Publication Date

Future Planning
Horizon
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• Training Meetings.  Training meetings are the key to near-term planning.  
Training meetings create the bottom-up flow of information regarding specific 
training proficiency needs of the small unit, battle staff, and individual soldier.  
Normally platoons, companies, and battalions conduct weekly training meetings.  
At battalion level, training meetings primarily cover training management issues.  
At company and platoon level, they are directly concerned with the specifics of 
training execution and must include pre-execution checks.  During training 
meetings, nothing is discussed but training.  All key leaders of the unit must 
attend. 

 
• Training Schedules.  Near-term planning results in detailed training schedules.  

Training is considered "locked in" when the battalion commander signs the 
training schedule.  At a minimum, it should-- 
 
• Specify when training starts and where it takes place. 

 
• Allocate adequate time for scheduled training and additional training as 

required to correct anticipated deficiencies. 
 

• Specify individual, leader, and collective tasks to be trained. 
 

• Provide concurrent training topics that will efficiently use available training 
time. 

 
• Specify who conducts the training and who evaluates the training. 

 
• Provide administrative information concerning uniform, weapons, equipment, 

references, and safety precautions. 
 
Senior commanders establish policies to minimize changes to the training schedule.  
Training is locked in when training schedules are published.  Command responsibility 
is established as follows-- 
 
• The company commander drafts the training schedule. 
 
• The battalion commander approves and signs the schedule and provides necessary 

administrative support. 
 
• The brigade commander reviews each training schedule published in his 

command. 
 
• The division commander reviews selected training schedules in detail and the 

complete list of organization wide training highlights developed by the division 
staff. 
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Senior commanders provide feedback to subordinates on training schedule quality 
and subsequently attend as much training as possible to ensure that mission essential 
tasks are accomplished to standard. 

 
COMBAT SUPPORT (CS) AND COMBAT SERVICE SUPPORT (CSS) 
TRAINING 

4-11. CS and CSS units support combined arms unit training every day through 
execution of core warfighting functional tasks.  Combat arms unit commanders 
recognize their units cannot conduct combined arms training without their task 
organized CS and CSS units.  For example, combat arms unit commanders recognize 
their units cannot train without operational equipment, fuel, rations, water, and other 
supplies and services provided by their supporting CSS units.  CS and CSS unit 
commanders integrate their unit training plans with their supported combat arms 
units.  CS and CSS units daily perform their core warfighting functional tasks, at the 
section, team, and individual technical MOS level.  For example, maintenance 
support teams routinely perform organizational and direct support automotive, turret, 
armament, and communications-electronic maintenance and periodic services, as well 
as provide repair parts support to their supported combat arms units.  Certain low 
density technical MOSs pose a particular training challenge because these soldiers 
may not be able to perform some of their individual technical MOS tasks while their 
organization is in garrison.  CS and CSS unit commanders look for opportunities 
elsewhere on the installation to train these soldiers on their individual technical MOS 
tasks. 
 
CS and CSS unit commanders ensure training exercises are designed in such a way as 
to provide opportunities to train on CS and CSS company and battalion level METL 
tasks.  For example, a corps support group (CSG) commander may design an exercise 
that provides an opportunity for a subordinate engineer battalion (combat heavy), a 
quartermaster company (water supply) (DS/GS) and a quartermaster tactical water 
distribution team (Hoseline) to practice selected wartime METL tasks while 
participating in a support operations training exercise.  In this exercise, these units 
provide water supply and distribution, and restore vital infrastructure to a host 
country devastated by a natural or man-made disaster.  Figure 4-23 highlights a 
number of supporting tasks, at different echelons, that an engineer battalion (combat 
heavy) performs during such a support operation exercise.  All these tasks support a 
single wartime METL task of construct/repair water distribution system. 
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Figure 4-23. Selected Tasks Executed During a MultiEchelon EAD/EAC Engineer FTX

Note:  Tasks taken from ARTEPs 5-415-66-MTP, 5-417-35-MTP, 5-417-17 and 5-417-17-MTP.

Battalion 
Commander
(CBT) (HVY)

Company 
Commander
(CBT) (HVY)

Platoon Leader
(Gen Const PLT)

Squad Leader
(Gen Const PLT)

Individual Soldiers

Battalion Staff

All assigned or attached 
personnel

All assigned or attached 
personnel

Squad members

Squad members

• Prepare construction 
estimates 
• Site-Adapt a Standard 
Construction Design
• Control Construction 
Operations

• Prepare a water storage & 
distribution site

• Construct/Repair a Water 
Distribution System
• Construct/Repair Sewerage 
System

•Conduct Excavation Ops

•Conduct Excavation Ops

FTX

FTX

FTX

FTX

FTX

Responsibility Participants Activity Collective Tasks Leader/Staff/Individual Tasks

BN CDR:  Determine Events in a 
Construction Project
S2: Plan/Direct Engineer 
Intelligence Collection 
S3: Schedule work in a 
Construction Project

• Design Drainage System

• Read Construction Prints
• Prepare a Bill of Materials

• Supervise Installation of 
Plumbing System

• Backfill with Scoop Loader
•Operate Excavation Equipment
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Figure 4-24 shows different echelons of a quartermaster company (water supply) 
(DS/GS) and quartermaster tactical water distribution team (Hoseline) conducting 
training on a single METL task of “Provide water supply and distribution support.”   
This METL task is executed under the conditions of a support operation. 
 
 

 
 
GARRISON TRAINING 

4-12. Garrison commanders’ training plans incorporate mobilization, 
postmobilization, deployment, redeployment, and demobilization requirements.  
Garrison commanders plan and schedule periodic mobilization exercises (MOBEXs), 
emergency deployment readiness exercises (EDREs), and other contingency plan 
exercises to sustain proficiency on Title X related tasks outlined in current Army and 
MACOM regulations.  Garrison commanders coordinate their training plans with 
their supported corps, divisional, and tenant organizations.  Garrisons routinely 
support scheduled unit training deployments and exercise certain deployment tasks 
such as "operating departure/arrival airfield control groups and seaports of 
embarkation and debarkation." 
 

Figure 4-24. Selected Tasks Executed During a Multiechelon EAD/EAC Water Supply and Distribution STX

Responsibility

QM Company (Water 
Supply) (DS/GS) 
Commander and 
Quartermaster 
Tactical Water 
Distribution Team 
(Hoseline) 
Detachment 
Commander

Platoon Leader

Section Leader/
Team Leader

Individual Soldier

Participants Activity

All assigned or attached 
personnel

All assigned or attached 
personnel

Section Members

Section Member

•Perform DS Water Issue and 
GS Water Distribution 
Operations.

•Coordinate Company Water 
Support Operations

•Perform DS Water Issue and 
GS Water Distribution 
Operations.
•Plan Water Operations

•Perform DS Water Issue and 
GS Water Distribution 
Operations
•Conduct Water Quality 
Analysis Program

•Perform DS Water Issue and 
GS Water Distribution

•Conduct Water Quality 
Analysis Program

Collective Tasks

STX

STX

STX

STX

Leader/Individual Tasks

•Co/Detachment Cdr:  Review 
mission water requirements to 
meet total daily water 
distribution/storage needs of 
supported force

•Supply Control Section: 
Coordinate water production, 
water storage and DS water 
issue/GS water distribution

•Set up Distribution Schedule

•Plan water storage, issue and 
distribution operations.
•Supervise DS water issue and 
GS water distribution 
operations
•Supervise water quality 
analysis program

•Operate/Perform PMCS on the 
600-GPM Diesel Water Pump
•Maintain, Assemble and 
Disassemble the Tactical Water 
Distribution System (TWDS) 
hoseline
•Conduct H2O Analysis Testing

Note:  Collective/Leader and Individual tasks taken from ARTEP 10-468-30-MTP and STP 10-77W14-SM-TG

METL Task:  Provide Water Supply and Distribution Support
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HANDOUTS FOR LESSON 1:  T424 version 1 
 
 
This Appendix 
Contains 

This appendix contains the items listed in this table-- 

Title/Synopsis Pages 

SH-1, Advance Sheet SH-1-1 

SH-2, Extracted Material from FM 21-20 SH-2-1 
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Student Handout 1 
 

Advance Sheet 
 
 

Lesson Hours This lesson consists of two hours of conference/discussion. 
 
 

Overview Improving soldiers’ physical fitness is one of the best ways to increase performance 
on the battlefield.  In this lesson you will build on your existing knowledge and learn 
how to implement a platoon physical fitness program. 

 
 
Learning 
Objective 

Terminal Learning Objective (TLO). 

 

Action: Implement a total fitness program in a platoon. 

Conditions: As a platoon sergeant in a classroom environment and given  
FM 21-20. 

Standards: Implement a total fitness program in a platoon IAW FM 21-20, 
Chap 1, 2, 10, and App A. 

 
 ELO A Describe the components of fitness. 

ELO B Describe the principles of exercise. 
ELO C Describe the phases of fitness conditioning. 
ELO D Identify the seven-step planning process. 
ELO E Discuss the four-week training schedule/month 2 using the seven  
   principles of exercise. 
ELO F Describe training programs for soldiers in identified special  
   populations. 

 
 

Assignment The student assignments for this lesson are: 
 
• Read FM 21-20, Chap 1, p 1-3 thru 1-9, and 1-11 thru 1-15; Chap 2, p 2-0, 2-3 

thru 2-5, and 2-13 and 2-14; and Chap 10, p 10-1 thru 10-4; and App A. 
 
 

Additional 
Subject Area 
Resources  

None 

 
 
Bring to Class • Pen or pencil and writing paper. 

• Reading material list on advance sheet. 
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Student Handout 2 

Extracted Material from FM 21-20 
 

 
This Student 
Handout 
Contains 

This student handout contains 24 pages of extracted material from the following 
publication: 
 
FM 21-20, Physical Fitness Training, Sep 92 

 
  Chapter 1     p 1-3 thru 1-9, and 1-11 thru 1-15 
  Chapter 2    p 2-0, 2-3 thru 2-5, 2-13 and 2-14 
  Chapter 10    p 10-1 thru 10-4 
  Appendix A    A-0 and A-1 
 
Disclaimer:  The training developer downloaded the extracted material from the U.S. 
Army Publishing Directorate Home Page.  The text may contain passive voice, 
misspellings, grammatical errors, etc., and may not be in compliance with the Army 
Writing Style Program. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 

   YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION. 
   DAMAGE, IN ANY WAY, TO INCLUDE HIGHLIGHTING, PENCIL 
   MARKS, OR MISSING PAGES WILL SUBJECT YOU TO PECUNIARY 
   LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION, ETC.) 
   TO RECOVER PRINTING COSTS. 



techniques, directives, and publica-
tions and that they use them. The ob-
jective of every commander should be
to incorporate the most effective meth-
ods of physical training into a balanced
program. This program should result
in the improved physical fitness of
their soldiers and an enhanced ability
to perform mission-related tasks.

MFTs can help commanders formu-
late sound programs that will attain
their physical training goals, but com-
manders must know and apply the
doctrine. However, since the respon-
sibility for physical training is the
commander’s, programs must be based
on his own training objectives. These
he must develop from his evaluation of
the unit’s mission-essential task list
(METL). Chapter 10 describes the
development of the unit’s program.

The components of physical fitness
are as fol lows:                
• Cardiorespiratory (CR) endurance-
the  e f f i c i ency  wi th  which  the  
body delivers oxygen and nutrients 
needed for muscular activity and 
transports waste products from the 
cells.                           
• Muscular strength - the greatest
amount of force a muscle or muscle
group can exert in a single effort.
• Muscular endurance - the ability of 
a muscle or muscle group to per-
form repeated movements with a 
sub-maximal force for extended 
periods of times.                    
• Flexibility-the ability to move the 
joints (for example, elbow, knee) or
any group of  joints  through an 
entire,  normal range of  motion.
• Body composition-the amount of 
body fat a soldier has in compari-
son to his total body mass.            

MASTER FITNESS TRAINERS

A Master Fitness Trainer (MFT) is
a soldier who has completed either the
four-week active-component, two-
week reserve-component, or U.S.
Military Academy’s MFT course work.
Although called “masters,” MFTs are
simply soldiers who know about all as-
pects of physical fitness training and
how soldiers’ bodies function. Most
importantly, since MFTs are taught to
design individual and unit programs,
they should be used by commanders as
special staff assistants for this purpose.

Components of Fitness

Physical fitness is the ability to func-
tion effectively in physical work, train-
ing, and other activities and still have
enough energy left over to handle any
emergencies which may arise.

MFTs  can  do  the  fo l lowing :   
• Assess the physical fitness levels of  
individuals and units.            
• Analyze the unit's mission-related    
tasks and develop sound fitness  
training programs to support those    
tasks.                                 
• Train other trainers to conduct sound,
safe physical training.             
• Understand the structure and func-
tion of  the human body, especially        
a s  i t  r e l a t e s  t o  e x e r c i s e .     

Improving the first three compo-
nents of fitness listed above will have
a positive impact on body composition
and will result in less fat. Excessive
body fat detracts from the other fit-
ness components, reduces perform-
ance, detracts from appearance, and
negatively affects one’s health.

Factors such as speed, agility, muscle
power, eye-hand coordination, and
eye-foot coordination are classified as
components of “motor” fitness. These
factors affect a soldier’s survivability
on the battlefield. Appropriate train-
ing can improve these factors within
the limits of each soldier’s potential.
The Army’s fitness program seeks to
improve or maintain all the compo-
nents of physical and motor fitness
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through sound, progressive, mission-
specific physical training for indi-
viduals and units.

Principles of Exercise

Adherence to certain basic exercise
principles is important for developing
an effective program. The principles
of exercise apply to everyone at all
levels of physical training, from the
Olympic-caliber athlete to the week-
end jogger. They also apply to fitness
training for military personnel.

These basic principles of exercise
must be followed:

        Factors for a successful       
         training program are         
          Frequency, Intensity,           
             Time, and Type;          
                             "FITT".                                 

●

●

e

●

●

●

Regularity. To achieve a training
effect, a person must exercise of
ten. One should strive to exercise
each of the first four fitness com-
ponents at least three times a week.
Infrequent exercise can do more
harm than good. Regularity is
also important in resting, sleeping,
and following a good diet.
Progression. The intensity (how
hard) and/or duration (how long)
of exercise must gradually in-
crease to improve the level of fit-
ness.
Balance. To be effective, a pro-
gram should include activities that
address all the fitness compo-
nents, since overemphasizing any
one of them may hurt the others.
Variety. Providing a variety of ac-
tivities reduces boredom and in-
creases motivation and progress.
Specificity. Training must  be
geared toward specific goals. For
example, soldiers become better
runners if their training empha-
sizes running. Although swim-
ming is great exercise, it does not
improve a 2-mile-run time as
much as a running program does.
Recovery. A hard day of training
for a given component of fitness
should be followed by an easier
training day or rest day for that
component and/or muscle group(s)
to help permit recovery. Another

●

way to allow recovery is to alternate
the muscle groups exercised every
other day, especially when training
for strength and/or muscle endur-
ance.
Overload. The work load of each
exercise session must exceed the
normal demands placed on the body
in order to bring about a training
effect.

FITT Factors

Certain factors must be part of any
fitness training program for it to be
successful. These factors are Fre-
quency, Intensity, Time, and Type.
The acronym FITT makes it easier to
remember them. (See Figure 1- 1.)

FREQUENCY

Army Regulation 350-15 specifies
that vigorous physical fitness training
will be conducted 3 to 5 times per
week. For optimal results, command-
ers must strive to conduct 5 days of
physical training per week. Ideally, at
least three exercise sessions for CR
fitness, muscle endurance, muscle
strength, and flexibility should be
performed each week to improve fit-
ness levels. Thus, for example, to
obtain maximum gains in muscular
strength, soldiers should have at least
three strength-training sessions per
week. Three physical activity periods
a week, however, with only one session
each of cardiorespiratory, strength,
and flexibility training will not im-
prove any of these three components.

With some planning, a training pro-
gram for the average soldier can be
developed which provides fairly equal
emphasis on all the components of
physical fitness. The following train-
ing program serves as an example.

In the first week, Monday, Wednes-
day, and Friday are devoted to CR
fitness, and Tuesday and Thursday are
devoted to muscle endurance and
strength. During the second week, the
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Figure 1-1

training days are flip-flopped: muscle
endurance and strength are trained on
Monday, Wednesday, and Friday, and
CR fitness is trained on Tuesday and
Thursday. Stretching exercises are
done in every training session to en-
hance flexibility. By training continu-
ously in this manner, equal emphasis

can be given to developing muscular
endurance and strength and to CR
fitness while training five days per
week.

If the unit’s mission requires it,
some muscular and some CR training
can be done during each daily training
session as long as a “hard day/recovery
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day” approach is used. For example, if
a unit has a hard run on Monday,
Wednesday, and Friday, it may also
choose to run on Tuesday and Thurs-
day. However, on Tuesday and Thurs-
day the intensity and/or distance/time
should be reduced to allow recovery.
Depending on the time available for
each session and the way training
sessions are conducted, all components
of fitness can be developed using a
three-day-per-week schedule. How-
ever, a five-day-per-week program is
much better than three per week. (See
Training Program in Chapter 10.)

Numerous other approaches can be
taken when tailoring a fitness program
to meet a unit’s mission as long as the
principles of exercise are not violated.
Such programs, when coupled with
good nutrition, will help keep soldiers
fit to win.

!NTENSITY

Training at the right intensity is the
biggest problem in unit programs. The
intensity should vary with the type of
exercise being done. Exercise for CR
development must be strenuous enough
to elevate the heart rate to between 60
and 90 percent of the heart rate reserve
(HRR). (The calculation of percent
HRR is explained in Chapter 2.) Those
with low fitness levels should start
exercising at a lower training heart
rate (THR) of about 60 percent of
HRR.

For muscular strength and endur-
ance, intensity refers to the percentage
of the maximum resistance that is used
for a given exercise. When determin-
ing intensity in a strength-training
program, it is easier to refer to a
“repetition maximum” or “RM.” For
example, a 1O-RM is the maximum
weight that can be correctly lifted 10
times. An 8-12 RM is the weight that
can be lifted 8 to 12 times correctly.
Doing an exercise “correctly” means
moving the weight steadily and with
proper form without getting help from

other muscle groups by jerking, bend-
ing, or twisting the body. For the
average person who wants to improve
both muscular strength and endurance,
an 8-12 RM is best.

The person who wants to concen-
trate on muscular strength should use
weights which let him do three to seven
repetitions before his muscles fatigue.
Thus, for strength development, the
weight used should be a 3-7 RM. On
the other hand, the person who wants
to concentrate on muscular endurance
should use a 12+ RM. When using a 12+
RM as the training intensity, the more
repetitions performed per set, over
time, the greater will be the improve-
ment in muscular endurance. Con-
versely, the greater the number of
repetitions performed, the smaller will
be the gains in strength. For example,
a person who regularly trains with a
weight which lets him do 100 repeti-
tions per exercise (a 1OO-RM) greatly
increases his muscular endurance but
minimally improves his muscular
strength. (See Chapter 3 for informa-
tion on resistance training.)

All exercise sessions should include
stretching during the warm-up and
cool-down. One should stretch so
there is slight discomfort, but no
pain, when the movement is taken
beyond the normal range of motion.
(See Chapter 4 for information on
stretching.)

    All exercises sessions    

    should include    

     stretching during   

    the warm-up and cool-   

                     down.                      

TIME

Like intensity, the time spent exer-
cising depends on the type of exercise
being done. At least 20 to 30 continu-
ous minutes of intense exercise must be
used in order to improve cardiorespi-
ratory endurance.

For muscular endurance and strength,
exercise time equates to the number of
repetitions done. For the average
soldier, 8 to 12 repetitions with enough
resistance to cause muscle failure
improves both muscular endurance and
strength. As soldiers progress, they
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will make better strength gains by
doing two or three sets of each resis-
tance exercise.

Flexibility exercises or stretches
should be held for varying times de-
pending on the objective of the session.
For warming-up, such as before a run,
each stretch should be held for 10 to 15
seconds. To improve flexibility, it is
best to do stretching during the cool-
down, with each stretch held for 30 to
60 seconds. If flexibility improvement
is a major goal, at least one session per
week should be devoted to developing
it.

TYPE

Type refers to the kind of exercise
performed. When choosing the type,
the commander should consider the
principle of specificity. For example,
to improve his soldiers’ levels of CR
fitness (the major fitness component in
the 2-mile run), he should have them
do CR types of exercises. These are
discussed in Chapter 2.

Ways to train for muscular strength
and endurance are addressed in Chap-
ter 3, while Chapter 4 discusses flexi-
bility. These chapters will help com-
manders design programs which are
tailor-made to their soldiers’ needs.
The basic rule is that to improve
performance, one must practice the
particular exercise, activity, or skill he
wants to improve. For example, to be
good at push-ups, one must do push-
ups. No other exercise will improve
push-up performance as effectively.

Warm-up and Cool-Down

One must prepare the body before
taking part in organized PT, unit sports
competition, or vigorous physical ac-
tivity. A warm-up may help prevent
injuries and maximize performance.
The warm-up increases the body’s
internal temperature and the heart rate.
T h e  c h a n c e  o f getting injured
decreases when the heart, muscles,

ligaments, and tendons are properly
prepared for exertion. A warm-up
should include some running-in-place
or slow jogging, stretching, and calis-
thenics. It should last five to seven
minutes and should occur just before
the CR or muscular endurance and
strength part of the workout. After a
proper warm-up, soldiers are ready
for a more intense conditioning activ-
ity.

Soldiers should cool down properly
after each exercise period, regardless
of the type of workout. The cool-
down serves to gradually slow the
heart rate and helps prevent pooling of
the blood in the legs and feet. During
exercise, the muscles squeeze the blood
through the veins. This helps return
the blood to the heart. After exercise,
however, the muscles relax and no
longer do this, and the blood can
accumulate in the legs and feet. This
can cause a person to faint. A good
cool-down will help avoid this possi-
bility.

Soldiers should walk and stretch
until their heart rates return to less
than 100 beats per minute (BPM) and
heavy sweating stops. This usually
happens five to seven minutes after
the conditioning session.

Phases of
Fitness Conditioning

The physical fitness training pro-
gram is divided into three phases:
preparatory, conditioning, and main-
tenance. The starting phases for
different units or individuals vary
depending on their age, fitness levels,
and previous physical activity.

Young, healthy persons may be able
to start with the conditioning phase,
while those who have been exercising
regularly may already be in the main-
tenance phase. Factors such as ex-
tended field training, leave time, and
illness can cause soldiers to drop from
a maintenance to a conditioning phase.
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Persons who have not been active,
especially if they are age 40 or older,
should start with the preparatory phase.
Many soldiers who fall into this cate-
gory may be recovering from illness or
injury, or they may be just out of high
school. Most units will have soldiers in
all three phases of training at the same
time.

PREPARATORY PHASE

The preparatory phase helps both
the cardiorespiratory and muscular
systems get used to exercise, preparing
the body to handle the conditioning
phase. The work load in the beginning
must be moderate. Progression from a
lower to a higher level of fitness
should be achieved by gradual, planned
increases in frequency, intensity, and
time.

Initially, poorly conditioned sol-
diers should run, or walk if need be,
three times a week at a comfortable
pace that elevates their heart rate to
about 60 percent HRR for 10 to 15
minutes. Recovery days should be
evenly distributed throughout the week,
and training should progress slowly.
Soldiers should continue at this or an
appropriate level until they have no
undue fatigue or muscle soreness the
day following the exercise. They
should then lengthen their exercise
session to 16 to 20 minutes and/or
elevate their heart rate to about 70
percent HRR by increasing their pace.
To be sure their pace is faster, they
should run a known distance and try to
cover it in less time. Those who feel
breathless or whose heart rate rises
beyond their training heart rate (THR)
while running should resume walking
until the heart rate returns to the cor-
rect training level. When they can
handle an intensity of 70 percent HRR
for 20 to 25 minutes, they should be
ready for the next phase. Chapter 2
shows how to determine the THR, that
is, the right training level during aero-
bic training.

The preparatory phase for improv-
ing muscular endurance and strength
through weight training should start
easily and progress gradually. Begin-
ning weight trainers should select about
8 to 12 exercises that work all the
body’s major muscle groups. They
should use only very light weights the
first week (that is, the first two to three
workouts). This is very important, as
they must first learn the proper form
for each exercise. Light weights will
also help minimize muscle soreness and
decrease the likelihood of injury to the
muscles, joints, and ligaments. During
the second week, they should use pro-
gressively heavier weights on each
resistance exercise. By the end of the
second week (four to six workouts),
they should know how much weight
will let them do 8 to 12 repetitions to
muscle failure for each exercise.
this point the conditioning phase
gins.

CONDITIONING PHASE

At
be-

To reach the desired level of fitness,
soldiers must increase the amount of
exercise and/or the workout intensity
as their strength and/or endurance
increases.

To improve cardiorespiratory en-
durance, for example, they must in-
crease the length of time they run.
They should start with the preparatory
phase and gradually increase the run-
ning time by one or two minutes each
week until they can run continuously
for 20 to 30 minutes. At this point,
they can increase the intensity until
they reach the desired level of fitness.
They should train at least three times a
week and take no more than two days
between workouts.

For weight trainers, the condition-
ing phase normally begins during the
third week. They should do one set of
8 to 12 repetitions for each of the
selected resistance exercises. When
they can do more than 12 repetitions of
any exercise, they should increase the

         Soldiers and units      
    should be encouraged to   
      progress beyond     
   minimum requirements.  
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weight used on that exercise by about
five percent so they can again do only
8 to 12 repetitions. This process
continues throughout the conditioning
phase. As long as they continue to
progress and get stronger while doing
only one set of each exercise, it is not
necessary for them to do more than one
set per exercise. When they stop
making progress with one set, they
should add another set on those exer-
cises in which progress has slowed. As
training progresses, they may want to
increase the sets to three to help pro-
mote further increases in strength and/
or muscle mass.

For maximum benefit, soldiers should
do strength training three times a week
with 48 hours of rest between workouts
for any given muscle group. It helps to
periodically do a different type of
exercise for a given muscle or muscle
group. This adds variety and ensures
better strength development.

The conditioning phase ends when a
soldier is physically mission-capable
and all personal, strength-related goals
and unit-fitness goals have been met.

MAINTENANCE PHASE

The maintenance phase sustains the
high level of fitness achieved in the
conditioning phase. The emphasis here
is no longer on progression. A well-
designed, 45- to 60-minute workout
(including warm-up and cool-down) at
the right intensity three times a week
is enough to maintain almost any ap-
propriate level of physical fitness. These
workouts give soldiers time to stabalize
their flexibility, CR endurance, and
muscular endurance and strength.
However, more frequent training may
be needed to reach and maintain peak
fitness levels.

Soldiers and units should always be
encouraged to progress beyond mini-
mum requirements. Maintaining an
optimal level of fitness should become
part of every soldier’s life-style and

should be continued throughout his
life.

An effective program uses a variety
of activities to develop muscular en-
durance and strength, CR endurance,
and flexibility, and to achieve good
body composition. It should also pro-
mote the development of coordination
as well as basic physical skills. (See
Chapter 10 for guidance in construct-
ing a unit program.)

Types of Fitness Programs

The Army has too many types of
units with different missions to have
one single fitness program for every-
one. Therefore, only broad categories
of programs and general considera-
tions are covered here. They are
classified as unit, individual, and special
programs.

UNIT PROGRAMS

Unit programs must support unit
missions. A single unit may require
several types of programs. Some units,
such as infantry companies, have gen-
erally the same types of soldiers and
MOSS. On the other hand, certain
combat--service-support units have
many different types of soldiers, each
with unique needs. Commanders can
develop programs for their own unit
by following the principles in this
chapter. MFTs know how to help
commanders develop programs for their
units/soldiers.

Commanders of units composed of
both men and women must also under-
stand the physiological differences
between the sexes. These are summa-
rized in Appendix A. Although women
are able to participate in the same
fitness programs as men, they must
work harder to perform at the same
absolute level of work or exercise.
The same holds true for poorly-con-
ditioned soldiers running with well-
conditioned soldiers.

To overcome this problem in the
case of running, for example, the unit
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At least three groups of soldiers may

need special PT programs.  They are as

follows:                                        

• Those who fail the APFT and do      
not have medical profiles.                

• Those who are overweight/overfat  

according to AR 600-9              

• Those who have either permanent          
or temporary medical profiles.              

    There must  be a   

 p o s i t i v e  a p p r o a c h  t o  

   al l  special  f i tness    

  t r a i n i n g .   

TOE and TDA Units–Active
Component

There are many types of units in the
Army, and their missions often require
different levels of fitness. TOE and
TDA units must emphasize attaining
and maintaining the fitness level re-
quired for the mission.

The unit’s standards may exceed the
Army’s minimums. By regulation
(AR 350- 15), the unit’s standards can
be established by the unit’s commander,
based on mission requirements.

TOE and TDA Units--Reserve
Components

The considerations for the active
component also apply to reserve com-
ponents (RCS). However, since mem-
bers of RC units cannot participate
together in collective physical training
on a regular basis, RC unit programs
must focus on the individual’s fitness
responsibilities and efforts. Com-
manders, however, must still ensure
that the unit’s fitness level and indi-
vidual PT programs are maintained.
MFTs can give valuable assistance to
RC commanders and soldiers.

INDIVIDUAL PROGRAMS

Many soldiers are assigned to duty
positions that offer little opportunity
to participate in collective unit PT
programs. Examples are HQDA,
MACOM staffs, hospitals, service school
staff and faculty, recruiting, and ROTC.
In such organizations, commanders must
develop leadership environments that
encourage and motivate soldiers to
accept individual responsibility for their
own physical fitness. Fitness require-
ments are the same for these personnel
as for others. Section chiefs and indi-
vidual soldiers need to use the funda-
mental principles and techniques out-
lined in this manual to help them attain
and maintain a high level of physical

fitness. MFTs can help develop
vidual fitness programs.

SPECIAL PROGRAMS

indi -

The day-to-day unit PT program
conducted for most soldiers may not
be appropriate for all unit members.
Some of them may not be able to ex-
ercise at the intensity or duration best
suited to their needs.

Leaders must also give special con-
sideration to soldiers who are age 40 or
older and to recent arrivals who cannot
meet the standards of their new unit.

Special programs must be tailored
to each soldier’s needs, and trained,
knowledgeable leaders should develop
and conduct them. This training
should be conducted with the unit, If
this is impossible, it should at least
occur at the same time.

There must be a positive approach
to all special fitness training. Soldiers
who lack enough upper body strength
to do a given number of push-ups or
enough stamina to pass the 2-mile run
should not be ridiculed. Instead, their
shortcomings should be assessed and
the information used to develop indi-
vidualized programs to help them
remedy their specific shortcomings. A
company-sized unit may have as many
as 20 soldiers who need special atten-
tion. Only smart planning will pro-
duce good programs for all of them.

Commanders must counsel soldiers,
explaining that special programs are
being developed in their best interests.
They must make it clear that standards
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will be enforced. Next, they should
coordinate closely with medical per-
sonnel to develop programs that fit the
capabilities of soldiers with medical
limitations. Each soldier should then
begin an individualized program based
on his needs.

MFTs know how to assess CR en-
durance, muscular strength and
endurance, flexibility, and  body
composition. They can also develop
thorough, tailor-made programs for
all of a unit’s special population.

APFT Failures

Although it is not the heart of the
Army’s physical fitness program, the
APFT is the primary instrument for
evaluating the fitness level of each
soldier. It is structured to assess the
muscular endurance of specific muscle
groups and the functional capacity of
the CR system.

Soldiers with reasonable levels of
overall physical fitness should easily
pass the APFT. Those whose fitness
levels are substandard will fail. Sol-
diers who fail the APFT must receive
special attention. Leaders should ana-
lyze their weaknesses and design pro-
grams to overcome them. For ex-
ample, if the soldier is overweight,
nutrition and dietary counseling may
be needed along with a special exercise
program. DA Pam 350-22 outlines
several ways to improve a soldier’s
performance on each of the APFT
events.

When trying to improve APFT per-
formances, leaders must ensure that
soldiers are not overloaded to the point
where the fitness training becomes
counterproductive. They should use
ability groups for their running pro-
gram and, in addition to a total-body
strength-training program, should in-
clude exercises designed for push-up
and sit-up improvement. When deal-
ing with special populations, two very
important principles are overload and
recovery. The quality, not just the

quantity, of the workout should be
emphasized. Two-a-day sessions, un-
less designed extremely well, can be
counter-productive. More PT is not
always better.

Overweight Soldiers

Designers of weight loss and physi-
cal training programs for overweight
soldiers should remember this: even
though exercise is the key to sensible
weight loss, reducing the number of
calories consumed is equally impor-
tant. A combination of both actions is
best.

The type of exercise the soldier does
affects the amount and nature of the
weight loss. Both running and walking
burn about 100 calories per mile. One
pound of fat contains 3,500 calories.
Thus, burning one pound of fat through
exercise alone requires a great deal of
running or walking. On the other hand,
weight lost through dieting alone in-
cludes the loss of useful muscle tissue.
Those who participate in an exercise
program that emphasizes the develop-
ment of strength and muscular endur-
ance, however, can actually increase
their muscle mass while losing body
fat. These facts help explain why
exercise and good dietary practices
must be combined.

Unit MFTs can help a soldier deter-
mine the specific caloric requirement
he needs to safely and successfully lose
excess fat. They can devise a sound,
individualized plan to arrive at that
reduced caloric intake. Likewise, unit
MFTs can also develop training pro-
grams which will lead to fat loss
without the loss of useful muscle tissue.

Generally, overweight soldiers should
strive to reduce their fat weight by two
pounds per week. When a soldier loses
weight, either by diet or exercise or
both, a large initial weight loss is not
unusual. This may be due to water loss
associated with the using up of the
body’s carbohydrate stores. Although
these losses may be encouraging to the
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soldier, little of this initial weight loss
is due to the loss of fat.

Soldiers should be weighed under
similar circumstances and at the same
time each day. This helps avoid false
measurements due to normal fluctua-
tions in their body weight during the
day. As a soldier develops muscular
endurance and strength, lean muscle
mass generally increases. Because muscle
weighs more per unit of volume than
fat. caution is advised in assessing his
progress. Just because a soldier is not
losing weight rapidly does not neces-
sarily mean he is not losing fat. In fact,
a good fitness program often results in
gaining muscle mass while simultane-
ously losing fat weight. If there
reasonable doubt, his percentage
body fat should be determined.

Soldiers with Profiles

is
of

This manual stresses what soldiers
can do while on medical profile rather
than what they cannot do.

DOD Directive 1308.1 requires that,
“Those personnel identified with medi-
cally limiting defects shall be placed in
a physical fitness program consistent
with their limitations as advised by
medical authorities.”

AR 350-15 states, “For individuals
with limiting profiles, commanders
will develop physical fitness programs
in cooperation with health care per-
sonnel.”

The Office of the Surgeon General
has developed DA Form 3349 to ease
the exchange of information between
health care personnel and the units. On
this form, health care personnel list,
along with limitations, those activities
that the profiled soldier can do to
maintain his fitness level. With this
information, the unit should direct
profiled soldiers to participate in the
activities they can do. (An example of
DA Form 3349 is in Appendix B.)

All profiled soldiers should take
part in as much of the regular fitness

program as they can. Appropriate ac-
tivities should be substituted to re-
place those regular activities in which
they cannot participate.

Chapter 2 describes some aerobic
activities the soldier can do to main-
tain cardiorespiratory fitness when he
cannot run. Chapter 3 shows how to
strengthen each body part. Applying
this information should allow some
strength training to continue even
when body parts are injured. The
same principle applies to flexibility
(Chapter 4).

Medical treatment and rehabilita-
tion should be aimed at restoring the
soldier to a suitable level of physical
fitness. Such treatment should use
appropriate, progressive physical ac-
tivities with medical or unit supervi-
sion.

MFTs can help profiled soldiers by
explaining alternative exercises and
how to do them safely under the
limitations of their profile. MFTs are
not, however, trained to diagnose in-
juries or prescribe rehabilitative exer-
cise programs. This is the domain of
qualified medical personnel.

The activity levels of soldiers usu-
ally decrease while they are recovering
from sickness or injury. As a result,
they should pay special attention to
their diets to avoid gaining body fat.
This guidance becomes more impor-
tant as soldiers grow older. With
medical supervision, proper diet, and
the right PT programs, soldiers should
be able to overcome their physical
profiles and quickly return to their
normal routines and fitness levels.

Age as a Factor in Physical
Fitness

   All profiled soldiers 
should do as much of
   the regular fitness  
program as they can,
along with subst i tute
        activities.       

Soldiers who are age 40 and older
represent the Army’s senior leader-
ship. On the battlefield, they must
lead other soldiers under conditions of
severe stress. To meet this challenge
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and set a good example, these leaders
must maintain and demonstrate a high
level of physical fitness. Since their
normal duties may be stressful but
nonphysical, they must take part regu-
larly in a physical fitness program. The
need to be physically fit does not
decrease with increased age.

People undergo many changes as
they grow older. For example, the
amount of blood the heart can pump
per beat and per minute decreases
during maximal exercise, as does the
maximum heart rate. This lowers a
person’s physical ability, and per-
formance suffers. Also, the percent of
body weight composed of fat generally
increases, while total muscle mass de-
creases. The result is that muscular
strength and endurance, CR endur-
ance, and body composition suffer. A
decrease in flexibility also occurs.

Men tend to maintain their peak
levels of muscular strength and endur-
ance and CR fitness until age 30.
After 30 there is a gradual decline
throughout their lives. Women tend to
reach their peak in physical capability
shortly after puberty and then undergo
a progressive decline.

Although a decline in performance
normally occurs with aging, those who
stay physically active do not have the
same rate of decline as those who do
not. Decreases in muscular strength
and endurance, CR endurance, and
flexibility occur to a lesser extent in
those who regularly train these fitness
components.

Soldiers who are fit at age 40 and
continue to exercise show a lesser
decrease in many of the physiological
functions related to fitness than do
those who seldom exercise. A trained
60-year-old, for example, may have
the same level of CR fitness as a
sedentary 20-year-old. In short, regu-
lar exercise can help add life to your
years and years to your life.

The assessment phase of a program
is especially important for those age 40
and over. However, it is not necessary
or desirable to develop special fitness
programs for these soldiers. Those who
have been exercising regularly may
continue to exercise at the same level as
they did before reaching age 40. A
program based on the principles of ex-
ercise and the training concepts in this
manual will result in a safe, long-term
conditioning program for all soldiers.
Only those age 40 and over who have
not been exercising regularly may need
to start their exercise program at a
lower level and progress more slowly
than younger soldiers. Years of inac-
tivity and possible abuse of the body
cannot be corrected in a few weeks or
months.

As of 1 January 1989, soldiers reach-
ing age 40 are no longer required to get
clearance from a cardiovascular screen-
ing program before taking the APFT.
Only a medical profile will exempt
them from taking the biannual record
APFT. They must, however, have
periodic physical examinations in ac-
cordance with AR 40-501 and NGR
40-501. These include screening for
cardiovascular risk factors.

Evaluation

To evaluate their physical fitness
and the effectiveness of their physical
fitness training programs, all military
personnel are tested biannually using
the APFT in accordance with AR 350-
15. (Refer to Chapter 14.) However,
commanders may evaluate their physi-
cal fitness programs more frequently
than biannually.

SCORING CATEGORIES

There are two APFT categories of
testing for all military personnel Ini-
tial Entry Training (IET) and the Army
Standard.
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IET Standard

The APFT standard for basic train-
ing is a minimum of 50 points per
event and no less than 150 points
overall by the end of basic
Graduation requirements for
One Station Unit Training
require 60 points per event.

Army Standard

training.
AIT and
(OSUT)

     Safety is a major            
  consideration when     
planning and evaluating
        physical training          
               programs                             

Safety is a major consideration         
when planning and evaluat ing physi-
cal  t raining programs.   Commanders 
must  ensure that the programs do not
place their soldiers at undue risk of 
injury or  accident .   They should ad-
dress the following items:          
•Env i ronmenta l  cond i t ions  (hea t /    
cold/traction).                               
• Soldiers' levels of conditioning ( low/   
high/age/sex).                     
•Facilities (availability/instruction/     
repair).                                            
•Traffic (routes/procedures/forma-    
tions).                                                    
•Emergency procedures (medical/     
c o m m u n i c a t i o n / t r a n s p o r t ) .    

All other Army personnel (active
and reserve) who are non-IET soldiers
must attain the minimum Army stan-
dard of at least 60 points per event. To
get credit for a record APFT, a medic-
cally profiled soldier must, as a mini-
mum, complete the 2-mile run or one
of the alternate aerobic events.

SAFETY

The objective of physical training
in the Army is to enhance soldiers’
abilities to meet the physical demands
of war. Any physical training which
results in numerous injuries or acci-
dents is detrimental to this goal. As in
most training, common sense must
prevail. Good, sound physical training
should challenge soldiers but should
not place them at undue risk nor lead
to situations where accidents or inju-
ries are likely to occur.
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Cardiorespiratory (CR) fitness,
sometimes called CR endurance, aero-
bic fitness, or aerobic capacity, is one
of the five basic components of physi-
cal fitness. CR fitness is a condition in
which the body’s cardiovascular (cir-
culatory) and respiratory systems
function together, especially during
exercise or work, to ensure that ade-
quate oxygen is supplied to the work-
ing muscles to produce energy. CR
fitness is needed for prolonged, rhyth-
mic use of the body’s large muscle
groups. A high level of CR fitness
permits continuous physical activity
without a decline in performance and
allows for rapid recovery following
fatiguing physical activity.

Activities such as running, road
marching, bicycling, swimming, cross-
country skiing, rowing, stair climbing,
and jumping rope place an extra demand
on the cardiovascular and respiratory
systems. During exercise, these sys-
tems attempt to supply oxygen to the
working muscles. Most of this oxygen
is used to produce energy for muscular
contraction. Any activity that con-
tinuously uses large muscle groups for
20 minutes or longer taxes these sys-
tems. Because of this, a wide variety
of training methods is used to improve
cardiorespiratory endurance.

To provide enough energy-producing
oxygen to the muscles, the following
events  occur:                                             
• Greater movement of air through  
      the  lungs.                                                                   
• Increased movement of oxygen from
 the lungs into the blood stream.
• Increased delivery of oxygen-laden
  blood to the working muscles by the
  heart's accelerated pumping action.  
• Regulation of the blood vessel's size
  to distribute blood away from inac- 
 tive tissue to working muscle. 
• Greater movemen t of oxygen from
   the blood into the muscle tissue.           
• Accelerated return of veinous blood
   to the heart.                                  

  CR fitness is needed for    

   prolonged, rhythmic use    

    of the body's large      

     muscle groups.      

Physiology of Aerobic Training

Aerobic exercise uses oxygen to
produce most of the body’s energy
needs. It also brings into play a fairly
complex set of physiological events.
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Percent HRR Method

A more accurate way to calculate
THR is the percent HRR method. The
range from 60 to 90 percent HRR is the
THR range in which people should
exercise to improve their CR fitness
levels. If a soldier knows his general
level of CR fitness, he can determine
which percentage of HRR is a good
starting point for him. For example, if
he is in excellent physical condition, he
could start at 85 percent of his HRR; if
he is in reasonably good shape, at 70
percent HRR; and, if he is in poor
shape, at 60 percent HRR.

Most CR workouts should be con-
ducted with the heart rate between 70
to 75 percent HRR to attain, or main-
tain, an adequate level of fitness. Soldiers
who have reached a high level of
fitness may derive more benefit from
working at a higher percentage of
HRR, particularly if they cannot find
more than 20 minutes for CR exercise.
Exercising at any lower percentage of
HRR does not give the heart, muscles,
and lungs an adequate training stimu-
lus.

Before anyone begins aerobic train-
ing, he should know his THR (the heart
rate at which he needs to exercise to get
a training effect).
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As shown, the percentage (70 per-
cent in this example) is converted to
the decimal form (0.70) before it is
multiplied by the HRR. The result is
then added to the resting heart rate
(RHR) to get the THR. Thus, the
product obtained by multiplying 0.70
and 131 is 91.7. When 91.7 is added to
the RHR of 69, a THR of 160.7 results.
When the calculations produce a frac-
tion of a heart beat, as in the example,
the value is rounded off to the nearest
whole number. In this case, 160.7
BPM is rounded off to give a THR of
161 BPM. In summary, a reasonably
fit 20-year-old soldier with a resting
heart rate of 69 BPM has a training
heart rate goal of 161 BPM. To de-
termine the RHR, or to see if one is
within the THR during and right after
exercise, place the tip of the third
finger lightly over one of the carotid
arteries in the neck. These arteries are
located to the left and right of the
Adam’s apple. (See Figure 2-1A.)
Another convenient spot from which
to monitor the pulse is on the radial
artery on the wrist just above the base
of the thumb. (See Figure 2-lB.) Yet
another way is to place the hand over
the heart and count the number of
heart beats. (See Figure 2-1 C.)

I

During aerobic exercise, the body      

will usually have reached a "Steady         

State" after five minutes of exercise,      

and the heart rate will have leveled off.      

At this time, and immediately after ex-       

ercising, the soldier should monitor his      

heart  rate.                                                                      

He should count his pulse for 10
seconds, then multiply this by six to get
his heart rate for one minute. This will
let him determine if his training inten-
sity is high enough to improve his CR
fitness level.

For example, use the THR of 161
BPM figured above. During the 10-
second period, the soldier should get a
count of 27 beats (161/6= 26.83 or 27)
if he is exercising at the right intensity.
If his pulse rate is below the THR, he
must exercise harder to increase his
pulse to the THR. If his pulse is above
the THR, he should normally exercise
at a lower intensity to reduce the pulse
rate to the prescribed THR. He should
count as accurately as possible, since
one missed beat during the 10-second
count, multiplied by six, gives an error
of six BPM.

Figure 2-1
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A soldier who maintains his THR exercise. have a THR of 23 beats in 10

A soldier who maintains
throughout a 20- to 30-minute exercise seconds. He can determine this from

his THR throughout a
period is doing well and can expect im- the table by locating his age and then

20-30-minute exercise
provement in his CR fitness level. He tracking upward until he reaches the
should check his exercise and post-

period is doing well and
percent HRR for his fitness level.

exercise pulse rate at least once each Again, those with a low fitness level
can expect improvement workout. If he takes only one pulse
in his CR fitness level.

should work at about 60 percent HRR
check, he should do it five minutes into and those with a good fitness level at
the workout.

Figure 2-2 is a chart that makes it
easy to determine what a soldier’s THR
should be during a 10-second count.
Using this figure, a soldier can easily
find his own THR just by knowing his
age and general fitness level. For
example, a 40-year-old soldier with a
low fitness level should, during aerobic

70 percent HRR. Those with a high
level of fitness may benefit most by
training at 80 to 90 percent HRR.

Another way to gauge exercise in-
tensity is “perceived exertion.” This
method relies on how difficult the
exercise seems to be and is described
in Appendix G.

Figure 2-2
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on the leg (hamstrings and quadriceps),
hip (gluteal and hip flexors), low back
(spinal erector), and abdominal (rectus
abdominis) muscles. These two days
should also include brief (2-mile) CR
workouts of light to moderate intensity
(65 to 75 percent HRR). On the one
CR fitness day left, soldiers should
take a long distance run (4 to 6 miles)
at a moderate pace (70 percent HRR),
an interval workout, or an aerobic
circuit. They should also do some
strength work of light volume and
intensity. If four days are available, a
road march should be added to the
three-day program at least twice
monthly. The speed, load, distance,
and type of terrain should be varied.

If there are five days, leaders should
devote two of them to muscular strength
and endurance and two of them to CR
fitness. One CR fitness day will use
long distance runs; the other can stress
more intense workouts including in-
terval work, Fartlek running, or last-
man-up running. At least two times
per month, the remaining day should
include a road march.

Soldiers can usually begin road-
march training by carrying a total load
equal to 20 percent of their body
weight. This includes all clothing and
equipment. However, the gender make-
up and/or physical condition of a unit
may require using a different starting
load. Beginning distances should be
between five and six miles, and the
pace should be at 20 minutes per mile
over flat terrain with a hard surface.
Gradual increases should be made in
speed, load, and distance until soldiers
can do the anticipated, worst-case,
mission-related scenarios without ex-
cessive difficulty or exhaustion. Units
should take maintenance marches at
least twice a month. Distances should
vary from six to eight miles, with loads
of 30 to 40 percent of body weight.
The pace should be 15 to 20 minutes
per mile.

A recent Army study showed that
road-march training two times a month
and four times a month produced
similar improvements in road-march-
ing performance. Thus, twice-monthly
road marches appear to produce a
favorable improvement in soldiers’
abilities to road march if they are
supported by a sound PT program
(five days per week)

Commanders must establish realis-
tic goals for road marching based on
assigned missions. They should also
allow newly assigned soldiers and those
coming off extended profiles to gradu-
ally build up to the unit’s fitness level
before making them carry maximum
loads. This can be done with ability
groups.

Road marching should be integrated
into all other training. Perhaps the best
single way to improve Ioad-earring
capacity is to have a regular training
program which systematically increases
the load and distance. It must also let
the soldier regularly practice carrying
heavy loads over long distances.

As much as possible, leaders at all
levels must train and march with their
units. This participation enhances
leaders’ fitness levels and improves
team spirit and confidence, both vital
elements in accomplishing difficult
and demanding road marches.

Alternate Forms of
Aerobic Exercise

Some soldiers cannot run. In such
cases, they may use other activities as
supplements or alternatives. Swim-
ming, bicycling, and cross-country
skiing are all excellent endurance ex-
ercises and are good substitutes for
running. Their drawback is that they
require special equipment and facili-
ties that are not always available. As
with all exercise, soldiers should start
slowly and progress gradually. Those
who use non-running activities to

  Leaders must train and   
  march with their units   
    as much as possible.    

      Units should do       
    maintenance marches       
    at least twice a month.    
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such training may not improve run-
ning ability. To prepare a soldier for
the APFT 2-mile run, there is no sub-
stitute for running.

SWIMMING

Swimming is a good alternative to
running. Some advantages of swim-
ming include the following:
o Involvement of all the major muscle

groups.
o Body position that enhances the

blood’s return to the heart.
o Partial support of body weight by

the water, which minimizes lower
body stress in overweight soldiers.
Swimming may be used to improve

one’s CR fitness level and to maintain
and improve CR fitness during recov-
ery from an injury. It is used to
supplement running and develop upper
body endurance and limited strength.
The swimmer should start slowly with
a restful stroke. After five minutes, he
should stop to check his pulse, com-
pare it with his THR and, if needed,
adjust the intensity.

Compared with all the other modes
of aerobic exercise presented in this
manual (e.g., running, walking, cy-
cling, cross-country skiing, rope
jumping, etc.) in swimming alone,
one’s THR should be lower than while
doing the other forms of aerobic exer-
cise. This is because, in swimming, the
heart does not beat as fast as when
doing the other types of exercise at the
same work rate. Thus, in order to
effectively train the CR system during
swimming, a soldier should set his
THR about 10 bpm lower than while
running. For example, a soldier whose
THR while running is 150 bpm should
have a THR of about 140 bpm while
swimming. By modifying their THRs
in this manner while swimming, sol-
diers will help to ensure that they are
working at the proper intensity.

Non-swimmers can run in waist-to
chest-deep water, tread water, and do
pool-side kicking for an excellent

aerobic workout. They can also do
calisthenics in the water. Together
these activities combine walking and
running with moderate resistance work
for the upper body.

For injured soldiers, swimming and
aerobic water-training are excellent
for improving CR fitness without plac-
ing undue stress on injured weight-
bearing parts of the body.

CYCLING

Cycling is an excellent exercise for
developing CR fitness. Soldiers can
bicycle outdoors or on a stationary
cycling machine indoors. Road cycling
should be intense enough to allow the
soldier to reach and maintain THR at
least 30 minutes.

Soldiers can alter the cycling inten-
sity by changing gears, adding hill Cycling should be
work, and increasing velocity. Dis- intense enough to let the
tance can also be increased to enhance soldier reach and
CR fitness, but the distance covered is maintain THR at least
not as important as the amount of time 30 minutes.
spent training at THR. The intensity
of a workout can be increased by in-
creasing the resistance against the wheel
or increasing the pedaling cadence
(number of RPM), For interval train-
ing, the soldier can vary the speed and
resistance and use periods of active For swimming, a soldier
recovery at low speed and/or low should set his THR at
resistance. about 10 beats per

minute lower then when
WALKING running.

Walking is another way to develop
cardiorespiratory fitness. It is enjoy-
able, requires no equipment, and causes
few injuries. However, unless walking
is done for a long time at the correct
intensity, it will not produce any sig-
nificant CR conditioning.

Sedentary soldiers with a low degree
of fitness should begin slowly with 12
minutes of walking at a comfortable
pace. The heart rate should be moni-
tored to determine the intensity. The
soldier should walk at least four times
a week and add two minutes each week
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   Commanders must    

  develop prgrams that  

   train soldiers to   

  maximize their physical 

        performance.          

The goal of the Army’s physical
fitness program is to improve each
soldier’s physical ability so he can
survive and win on the battlefield.
Physical fitness includes all aspects of
physical performance, not just per-
formance on the APFT. Leaders must
understand the principles of exercise,
the FITT factors, and know how to
apply them in order to develop a sound
PT program that will improve all the
fitness components. To plan PT suc-
cessfully, the commander and MFT
must know the training management
system. (See FM 25-100.)

Commanders should not be satisfied
with merely meeting the minimum
requirements for physical training which
is having all of their soldiers pass the
APFT. They must develop programs
that train soldiers to maximize their
physical performance. Leaders should
use incentives. More importantly, they
must set the example through their own
participation.

The unit PT program is the com-
mander’s program. It must reflect his
goals and be based on sound, scientific
principles. The wise commander also
uses his PT program as a basis for
building team spirit and for enhancing
other training activities. Tough, real-
istic training is good. However, leaders
must be aware of the risks involved
with physical training and related ac-
tivities. They should, therefore, plan
wisely to minimize injuries and acci-
dents.

Steps in Planning

STEP 1: ANALYZE THE MISSION

When planning a physical fitness
program, the commander must con-
sider the type of unit and its mission.
Missions vary as do the physical re-
quirements necessary to complete them.
As stated in FM 25-100, “The wartime
mission drives training.” A careful

analysis of the mission, coupled with
the commander’s intent, yields the
mission-essential task list (METL) a
unit must perform.

Regardless of the unit’s size or
mission, reasonable goals are essential.
According to FM 25-100, the goals
should provide a common direction
for all the commander’s programs and
systems. An example of a goal is as
follows because the exceptional physi-
cal fitness of the soldier is a critical
combat-multiplier in the division, it
must be our goal to ensure that our
soldiers are capable of roadmarching
12 miles with a 50-pound load in less
than three hours.

STEP 2: DEVELOP FITNESS
OBJECTIVES

Objectives direct the unit’s efforts
by prescribing specific actions. The
commander, as tactician, and the MFT,
as physical fitness advisor, must ana-
lyze the METL and equate this to
specific fitness objectives. Examples
of fitness objectives are the following:
● Improve the unit’s overall level of

strength by ensuring that all sol-
diers in the unit can correctly per-
form at least one repetition with 50
percent of their bodyweight on the
overhead press using a barbell.

● Improve the unit’s average APFT
score through each soldier obtain-
ing a minimum score of 80 points
on the push-up and sit-up events
and 70 points on the 2-mile run.

● Decrease the number of physical
training injuries by 25 percent
through properly conducted train-
ing.
The commander and MFT identify

and prioritize the objectives.

STEP 3: ASSESS THE UNIT

With the training objectives estab-
lished, the commander and MFT are
ready to find the unit’s current fitness
level and measure it against the desired
level.
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Giving a diagnostic APFT is one
way to find the current level. Another
way is to have the soldiers road march
a certain distance within a set time
while carrying a specified load. Any
quantifiable, physically demanding,
mission-essential task can be used as an
assessment tool. Training records and
reports, as well as any previous
ARTEP, EDREs, and so forth, can also
provide invaluable information.

STEP 4: DETERMINE TRAINING
REQUIREMENTS

By possessing the unit’s fitness capa-
bilities and comparing them to the
standards defined in training objec-
tives, leaders can determine fitness
training requirements. When, after
extensive training, soldiers cannot reach
the desired levels of fitness, training
requirements may be too idealistic.
Once training requirements are deter-
mined, the commander reviews higher
headquarters’ long- and short-range
training plans to identify training events
and allocations of resources which will
affect near-term planning.

STEP 5: DEVELOP FITNESS TASKS

Fitness tasks provide the framework
for accomplishing all training require-
ments. They identify what has to be
done to correct all deficiencies and
sustain all proficiencies. Fitness tasks
establish priorities, frequencies, and
the sequence for training requirements.
They must be adjusted for real world
constraints before they become a part
of the training plan. The essential
elements of fitness tasks can be cata-
loged into four groups:
(1) Collective tasks
(2) Individual tasks
(3) Leader tasks
(4) Resources required for training

Collective tasks. Collective tasks are
the training activities performed by
the unit. They are keyed to the unit’s
specific fitness objectives. An ex-
ample would be to conduct training to
develop strength and muscular endur-
ance utilizing a sandbag circuit.
Individual tasks. Individual tasks are
activities that an individual soldier
must do to accomplish the collective
training task. For example, to improve
CR endurance the individual soldier
must do ability-group running, road
marching, Fartlek training, interval
training, and calculate/monitor his
THR when appropriate.
Leader tasks. Leader tasks are the
specific tasks leaders must do in order
for collective and individual training
to take place. These will involve pro-
curing resources, the setting up of
training, education of individual sol-
diers, and the supervision of the actual
training.
Resources. Identifying the necessary
equipment, facilities, and training aids
during the planning phase gives the
trainer ample time to prepare for the
training. The early identification and
acquisition of resources is necessary to
fully implement the training program.
The bottom line is that training pro-
grams must be developed using re-
sources which are available.

STEP 6: DEVELOP A TRAINING
SCHEDULE

The fitness training schedule re-
sults from leaders’ near-term plan-
ning. Leaders must emphasize the
development of all the fitness compo-
nents and follow the principles of
exercise and the FITT factors. The
training schedule shows the order, in-
tensity, and duration of activities for
PT. Figure 10-1 illustrates a typical
PT session and its component parts.
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            There are three distinct steps in
planning a unit's daily physical train-
ing activities.  They are as follows:   
1. Determine the minimum frequency 
  of  t raining.   Ideal ly,  i t  should in-
 inc lude  th ree  ca rd io resp i ra to ry  and
 t h r e e  m u s c u l a r  c o n d i t i o n i n g  s e s -
   sions each weeks.  (See the FITT  
    factors in Chapter 1.)             
2. Determine the type of activity.  This
  depends on the specific purpose of
  the training session.  (See Figure 10-
  2.)   For more information on this
  t o p i c ,  s e e  C h a p t e r s  1 ,  2 ,  a n d  3 .
3. Determine the intensity and time of 
  the selected activity.  (See the FITT
      factors in Chapter 1.)                       
    Each activity period should include
a warm-up, a workout that  develops
cardiorespiratory f i tness and/or  mus-
cu la r  endurance  and  s t r eng th ,  and  a
cool-down.  (See Figure 10-1).      

At the end of a well-planned and
executed PT session, all soldiers should
feel that they have been physically
stressed. They should also understand
the objective of the training session
and how it will help them improve
their fitness levels.

STEP 7: CONDUCT AND
EVALUATE TRAINING

The commander and MFT now
begin managing and supervising the
day-to-day training. They evaluate
how the training is performed by
monitoring its intensity, using THR or
muscle failure, along with the duration
of the daily workout.

The key to evaluating training is to
determine if the training being con-
ducted will result in improvements in
physical conditioning. If not, the
training needs revision. Leaders should

Figure 10-1
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Figure 10-2

not be sidetracked by PT that is all intervals. Local “Fit to Win” coordina-
form and little substance. Such train-
ing defeats the concept of objective-
based training and results in little
benefit to soldiers.

Education

Teaching soldiers about physical
fitness is vital. It must be an ongoing
effort that uses trained experts like
MFTs. Soldiers must understand why
the program is organized the way it is
and what the basic fitness principles
are. When they know why they are
training in a certain way, they are
more likely to wholeheartedly take
part. This makes the training more ef-
fective.

Education also helps the Army
develop its total fitness concept. To-
tal fitness should be reinforced through-
out each soldier’s career. Classroom
instruction in subjects such as prin-
ciples of exercise, diet and nutrition,
tobacco cessation, and stress manage-
ment should be held at  regular

tors (AR 600-63) can help develop
classes on such subjects.

Common Errors

There are some common errors in
unit programs. The most common
error concerns the use of unit runs.
When all soldiers must run at the same
pace as with a unit run, many do not
receive a training effect because they
do not reach their training heart rate
(THR). The least-fit soldiers of the
unit may be at risk because they may
be training at heart rates above their
THR. Another error is exclusively
using activities such as the “daily dozen.”
These exercises emphasize form over
substance and do little to improve
fitness.

Yet another error is failing to strike
a balance in a PT program between CR
endurance training and muscular en-
durance and strength training. In
addition, imbalances often stem from a
lack of variety in the program which

  Total  fitness should be    
  reinforced throughout     
  each soldier's career by    
     classroom instruction.     
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APPENDIX A

PHYSIOLOGICAL DIFFERENCES BETWEEN THE SEXES

Soldiers vary in their physical makeup. Each body reacts differently to varying degrees of physical stress,
and no two bodies react exactly the same way to the same physical stress. For everyone to get the maximum
benefit from training, leaders must be aware of these differences and plan the training to provide maximum
benefit for everyone. They must also be aware of the physiological differences between men and women.
While leaders must require equal efforts of men and women during the training period, they must also realize
that women have physiological limitations which generally preclude equal performance. The following
paragraphs describe the most important physical and physiological differences between men and women.

SIZE

The average 18- year-old man is 70.2 inches tall and weighs 144.8 pounds, whereas the average woman
of the same age is 64.4 inches tall and weighs 126.6 pounds. This difference in size affects the absolute
amount of physical work that can be performed by men and women.

MUSCLES

Men have 50 percent greater total muscle mass, based on weight, than do women. A woman who is the
same size as her male counterpart is generally only 80 percent as strong. Therefore, men usually have an
advantage in strength, speed, and power over women.

FAT

Women carry about 10 percentage points more body fat than do men of the same age. Men accumulate
fat primarily in the back, chest, and abdomen; women gain fat in the buttocks, arms, and thighs. Also,
because the center of gravity is lower in women than in men, women must overcome more resistance in
activities that require movement of the lower body.

BONES

Women have less bone mass than men, but their pelvic structure is wider. This difference gives men an
advantage in running efficiency.

HEART SIZE AND RATE

The average woman’s heart is 25 percent smaller than the average man’s. Thus, the man’s heart can pump
more blood with each beat. The larger heart size contributes to the slower resting heart rate (five to eight
beats a minute slower) in males. This lower rate is evident both at rest and at any given level of submaximal
exercise. Thus, for any given work rate, the faster heart rate means that most women will become fatigued
sooner than men.

FLEXIBILITY

Women generally are more flexible than men.
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LUNGS

The lung capacity of men is 25 to 30 percent greater than that of women. This gives men still another
advantage in the processing of oxygen and in doing aerobic work such as running.

RESPONSE TO HEAT

A woman’s response to heat stress differs somewhat from a man’s. Women sweat less, lose less heat through
evaporation, and reach higher body temperatures before sweating starts. Nevertheless, women can adapt
to heat stress as well as men. Regardless of gender, soldiers with a higher level of physical fitness generally
better tolerate, and adapt more readily to, heat stress than do less fit soldiers.

OTHER FACTORS

Knowing the physiological differences between men and women is just the first step in planning physical
training for a unit. Leaders need to understand other factors too.

Women can exercise during menstruation; it is, in fact, encouraged. However, any unusual discomfort,
cramps, or pains while menstruating should be medically evaluated.

Pregnant soldiers cannot be required to exercise without a doctor’s approval. Generally, pregnant women
may exercise until they are close to childbirth if they follow their doctors’ instructions. The Army agrees
with the position of the American College of obstetricians and Gynecologists regarding exercise and
pregnancy. This guidance is available from medical authorities and the U.S. Army Physical Fitness School
(USAPFS). The safety and health of the mother and fetus are primary concerns when dealing with exercise
programs.

Vigorous activity does not harm women’s reproductive organs or cause menstrual problems. Also, physical
fitness training need not damage the breasts. Properly fitted and adjusted bras, however, should be worn
to avoid potential injury to unsupported breast tissue that may result from prolonged jarring during exer-
cise.

Although female soldiers must sometimes be treated differently from males, women can reach high levels
of physical performance. Leaders must use common sense to help both male and female soldiers achieve
acceptable levels of fitness. For example, ability-group running alleviates gender-based differences between
men and women. Unit runs, however, do not.
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STUDENT HANDOUT 1 
 
Advance Sheet  

  
 
Lesson Hours 

 
This lesson consists of two hours of small group instruction. 
 

 
Overview 

      
You as a leader must be able to identify and correct stress within your platoon. Your 
ability to recognize stress in yourself and your platoon can be vital to you.  This 
lesson material will show you how to prepare for and overcome stress within your 
platoon during peacetime or wartime. 

 
 
Learning 
Objective 

 
Terminal Learning Objective (TLO) 

 Action: Recognize how leader actions can control stress in a platoon. 
 Conditions: As a platoon sergeant faced with simulated combat stress 

conditions in a classroom environment, with access to FM 22-
51 and DA Pam 600-63-10. 

 Standards: Identified and recognized measures to reduce stress to a 
manageable level in peacetime and wartime in a platoon IAW 
FM 22-51 and DA Pam 600-63-10. 

   
  
 ELO A:  Identify the importance of combat stress control. 
 ELO B:  Identify the three continuums of Army life as it relate to combat stress.  
 ELO C:  Identify the responsibilities for controlling combat (conflict) stress. 
 ELO D:  Determine how stress can affect task performance.    
 ELO E:  Identify combat stress behaviors.  
 ELO F:  Determine ways to reduce stress in the platoon.  
 
 

 
Assignment The student assignments for this lesson are: 

 
• Read Student Handouts 1 thru 3 

 
 

 
Additional 
Subject Area 
Resources  

None                                    
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Bring to Class 

 
• Pen or pencil.  
• Writing paper. 
• Student Handouts 1 thru 3. 
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Student Handout  
 

 
 This student handout contains an extract from FM 22-51. 

 



SH-2-2 

 
CHAPTER 1 

OVERVIEW OF COMBAT STRESS CONTROL 
1-1. Introduction 
This chapter presents the concept and scope of combat stress control. It reviews 
historical experiences with stress casualties in different intensities of conflict and 
looks et the potential stressors in high-tech battles. It lists the responsibilities for 
combat stress control of all junior (direct) and senior (organizational) leaders, 
staffs, chaplains, and health care providers. It also discusses the responsibilities 
of specialized combat stress control/ mental health personnel. 

NOTE 
Battle fatigue and misconduct stress behaviors are preventable with strong effective leadership. 
1-2. Combat Stress Control 

a. Controlling combat stress is often the deciding factor-the difference 
between victory and defeat-in all forms of human conflict. Stressors are a 
fact of combat and soldiers must face them. It is controlled combat stress 
(when properly focused by training, unit cohesion, and leadership) that 
gives soldiers the necessary alertness, strength, and endurance to 
accomplish their mission. Controlled combat stress can call forth stress 
reactions of loyalty, selflessness, and heroism. Conversely, uncontrolled 
combat stress causes erratic or harmful behavior that disrupts or interferes 
with accomplishment of the unit mission. Uncontrolled combat stress could 
impair mission performance and may bring disgrace, disaster, and defeat. 

b. The art of war aims to impose so much stress on the enemy soldiers 
that they lose their will to fight. Both sides try to do this and at times 
accept severe stress themselves in order to inflict greater stress on the 
enemy. To win, combat stress must be controlled. 

c. The word control has been chosen deliberately to focus thinking and 
action within the Army. Since the same word may have contrasting 
connotations to different people, it is important to make its intended 
meaning clear. The word control is used (rather than the word 
management) to emphasize the active steps which leaders, supporting 
personnel, and individual soldiers must take to keep stress within the 
acceptable range. This does not mean that control and management are 
mutually exclusive terms. Management is, by definition, the exercise of 
control. Within common usage, however, and especially within Army 
usage, management has the connotation of being a somewhat detached, 
number-driven, higher echelon process rather than a direct, inspirational, 
leadership process. 

d. Stress is the body's and mind's process for dealing with uncertain 
change and danger. Elimination of stress is both impossible and 
undesirable in either the Army's combat or peacetime missions. 

e. The objectives of stress control are as follows: 
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(1) To keep stress within acceptable limits for mission performance 
and to achieve the ideal (optimal) level of stress when feasible. 

(2) To return stress to acceptable limits when it becomes 
temporarily disruptive. 

(3) To progressively increase tolerance to stress so that soldiers 
can endure and function under the extreme stress which is 
unavoidable in combat. 

f. How can stress be controlled? Stress is controlled in the same ways 
other complex processes are controlled. 

(1) Monitor the signs of stress and recognize when and if they 
change. To be effective, this recognition should come well before 
the stress becomes disruptive and causes dysfunction. 

(2) Identify and monitor the causes of stress; that is, the stressors. 
Stress and stressors are defined in detail in Chapter 2. 

(3) Classify the stressors into those which can be controlled 
(increased, decreased, avoided, or otherwise changed) versus 
those which cannot be controlled. 

(4) Control those stressors which can be changed by focusing the 
stress in the desired direction, either up or down. 

(5) Help soldiers adapt to the stressors which cannot be changed. 

(6) Learn (and teach) how to directly lower (or raise) the stress level 
within the individual soldier as needed, at specific times, in specific 
situations. 

1-3. Scope of Combat Stress Control 
Combat stress control is much more than just a few stress reduction techniques 
which busy leaders are supposed to learn from books or mental health workers 
and use now and then when the stress seems intense. Army combat stress 
control activities must be a part of everything the Army does. Combat stress 
control must be a natural part of the three continuums of Army life: responsibility, 
location, and Army mission. Note that a weakness or gap anywhere in these 
three continuums can cause weaknesses, overloads, or breakdowns in other 
aspects of Army life. 

a. Responsibility. Responsibility for combat stress control requires a 
continuous interaction that begins with every soldier and his buddies. It 
also involves the soldier's family members. The interaction continues 
through the small team's combat lifesaver (when there is one) and the 
combat medic. Stress control requires special involvement from 
direct(small unit) leaders. The responsibility extends up through the 
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organizational leaders and their staffs (both officers and noncommissioned 
officers [NCOs]) at all echelons. Appendix A describes combat stress risk 
factors and prescribes leaders' actions to control them. Leaders, staffs, 
and individual soldiers all receive assistance from the supporting 
chaplains, the medical personnel, and combat stress control/mental health 
personnel (see Appendix B for information pertaining to combat stress 
control units). If any link in the chain of responsibility is weak, it is the 
responsibility of the other members of the chain to strengthen it. 

b. Location. The location for combat stress control extends continuously -- 

o From the site of battle, disaster, or rigorous duty.  

o Through the unit's forward and rearward support areas.  

o Through the communications zone (COMMZ), if present.  

o To the continental United States (CONUS).  

o To the unit's home station.  

o To the rear detachment.  

o To the family support group.  

o To the Army hospitals and medical centers.  

The location even extends to the Department of Veterans Affairs and 
veterans organizations after the soldiers' discharge, medical separation, or 
retirement. Preventive efforts, and also treatment for stress dysfunction, 
should be actively accomplished at each location. If stress control is weak 
at any one location, this can cause stress and breakdown not only there, 
but elsewhere in other locations. 

c. Army Missions. The Army operations that require combat stress control 
are all inclusive. They extend continuously -- 

o From garrison maintenance activities.  

o To peacetime training exercises.  

o To operations other than war.  

o To war.  

o To the integrated battlefield.  

The same basic stress control principles apply across the entire range of 
Army operations. Within our rapidly changing world, many Army units 
have had their missions shift across a wide range of operations in a matter 
of weeks, sometimes with little advance warning. Individual soldiers, family 
members, unit leaders and staffs, chaplains, and medics (including the 
mental health/combat stress control teams) must be involved and work 
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together continuously. They must practice stress control against the 
frequent minor stressors and the occasional severe stressors of 
peacetime. This, and only this, enables them to be ready on short notice 
for the extreme stressors of war. 

1-4. Historical Experience 
Concept. 

a. Origins of the Combat Stress Control 

(1) Combat stress control is not new. 

The basic leadership techniques which this manual will review were 
discovered and taught by successful military leaders through the 
centuries and have long been cornerstones of US Army leadership 
training. Combat stress control medical doctrine for preventing and 
treating stress casualties is sometimes mistakenly said to have 
originated from the Israeli Defense Force experiences in the 1970s 
and 1980s. Quite the contrary, the US Army learned that basic 
doctrine from its allies during World War I (WWI). 

(a) The French and British discovered that if stress 
casualties were evacuated far to the rear, many became 
chronic psychiatric cripples. If treated quickly close to their 
units, most recovered and returned to duty. The US Army 
Surgeon General of that time recommended that we adopt a 
three-echelon system for prevention, triage, treatment, and 
return to duty of stress casualties. 

1. First echelon. The US Army attached a trained 
psychiatrist to each division. The psychiatrist's role 
was to advise command in the prevention of stress 
casualties, to screen out the unsuitable, and to assure 
that overstressed soldiers were rested and returned to 
duty within the division whenever possible. Following 
British practice, stress casualties in the division were 
labeled "Not Yet Diagnosed, Nervous" (NYDN). This 
avoided even the suggestion of physical injury implied 
by the dramatic popular label "shell shock" or the 
implication of psychiatric illness conveyed by the 
official diagnosis of "war neurosis." Under good 
conditions, 70 percent of stress casualties were 
returned to duty within the division. 

2. Second echelon. Behind the divisions in WWI, the 
US Army had specialized neurological hospitals ( 150 
beds) whose sole function was to provide additional 
brief rest and rehabilitation to those NYDN cases 
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whom the division psychiatrist was unable to return to 
duty. These neuropsychiatric facilities also provided 
brief rest and rehabilitation to persistent cases of "gas 
mania" or "gas hysteria" who believed they had 
suffered chemical injuries, even though they had not 
been truly injured. About 55 percent of the cases sent 
to these facilities returned to duty in an average of two 
weeks. 

3. Third echelon. Further to the rear was a specialized 
base hospital which provided several weeks of 
additional treatment for cases who failed to improve in 
the neurological hospital. It returned many of those 
cases to useful duty. 

(b) The three-echelon system worked well, but on occasions 
when the tactical situation interfered with forward treatment, 
it clearly showed the superiority of the forward deployed part 
of the program. 

(2) The experience of WWI was forgotten between wars. It had to 
be rediscovered in World War II (WWII) after several disastrous 
experiences when large numbers of psychiatric casualties were 
overevacuated in the early battles. By late WWII in the European 
and Mediterranean theaters, all divisions again had a division 
psychiatrist with mental health assistants. The psychiatrist 
supervised a Training and Rehabilitation Center in the division rear. 
The psychiatrists trained and supervised the regimental and 
battalion surgeons in recognizing and treating combat exhaustion 
or battle fatigue cases. Most regimental combat teams (equivalent 
to our brigades) had an exhaustion center in the regimental trains 
area. Many battalions maintained a rest area at the battalion field 
kitchens. The surgeons supervised these facilities to assure that 
soldiers who were rotated back to them recovered quickly and 
returned to duty. Behind the division there were specialized clearing 
companies commanded and staffed by psychiatrists. These 
clearing companies provided additional treatment for 
nonresponders or problem cases. Specialized base hospitals were 
located in the COMMZ. 

(3) Following WWII, the lessons learned were embodied in a table 
of organization and equipment (TOE) unit, the mobile psychiatric 
detachment, or "KO" team. These teams functioned very effectively 
in Korea. 

b. Experience in War. 
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(1) In the WWII Mediterranean and European theaters, the average 
incidence of combat exhaustion casualties was one case requiring 
medical holding and treatment for every four wounded in action 
(WIA) (a 1:4 ratio). In really intense or prolonged fighting, the ratio 
rose to 1:2. On the Gothic line in Italy, the 1st Armored Division 
suffered 137 combat exhaustion casualties for 250 WIA (a 1:1.8 
ratio). Overall, with the correct treatment, 50 to 70 percent of 
combat exhaustion casualties returned to combat within 3 days, 
and most of the remainder returned to useful duty within a few 
weeks. 

(2) During WWII the 6th Marine Division was involved in the Battle 
of Okinawa. They fought day after day and were up against a 
determined, dug-in Japanese resistance, rain and mud, and heavy 
artillery. The division suffered 2,662 WIA and had 1,289 combat 
exhaustion casualties (a ratio to WIA of 1:2). Many of the combat 
exhaustion cases were evacuated to Navy ships offshore and few 
of those cases ever returned to duty. 

(3) In the Pacific theater in WWII, there was about one 
neuropsychiatric casualty evacuated from the theater for every one 
WIA (a 1:1 ratio). Many of these troops appeared psychotic 
(bizarrely out of touch with reality). Most of these, however, did not 
come from the combat units or areas. They were combat service 
support (CSS) troops left behind by the war on the hot jungle or 
coral islands or the cold, damp Aleutian Islands. The stressors were 
the combination of isolation, monotony, boredom, chronic 
discomfort, and low-grade illness from the environment, plus fear of 
disease, injury, and surprise attack. In retrospect, it was realized 
that evacuating these bizarre stress reaction cases home only 
encouraged more soldiers to "go crazy" when they temporarily 
reached their limit of tolerance to stress. It would have been better 
to have sent them to rest camps close to their units. This might 
have returned the majority quickly to duty, as was done with the 
combat exhaustion cases in the European and Mediterranean 
theaters. 

(4) It was also shown in WWII that tough training and esprit de 
corps prevented many battle fatigue casualties. Elite units, such as 
the ranger and airborne units, had less than one battle fatigue 
casualty for every ten WIA. This unit cohesiveness prevailed even 
in combat assaults, such as Normandy and Arnhem, where 
extremely high casualties were suffered. Unit cohesiveness also 
prevailed during prolonged fighting like the Battle of the Bulge. 

(5) During the Yom Kippur War (1973), the Israeli experience 
confirmed the risk of stress casualties in the modern, high-tech, 
continuous operations (CONOPS) battle. The Israelis counted on 
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the high cohesion and training of their troops and leaders to keep 
stress casualties to a minimum. They were caught, however, by 
strategic and tactical surprise and were forced to mobilize on a 
religious (fasting) holiday. They sent their reserves piecemeal into 
battle. Their Arab opponents, whom they had previously discounted 
as inefficient, used massed artillery, armor, and wire-guided 
missiles. The Arab units followed the Soviet CONOPS, echeloned-
attack doctrine. Israeli estimates of stress casualties suggest that 
large numbers of Israeli soldiers, including veterans and leaders, 
became unable to function solely because of stress. Stress 
casualties were frequent in the Golan Heightsfighting, in the initial 
defense of the Sinai, and during the recrossing of the Suez Canal. 
Since the Israeli Defense Force had no plans for treatment and 
return to duty, all such cases were evacuated to hospitals in Israel. 
True to the experience of WWI and WWII, many of these Israeli 
soldiers who were evacuated remain psychiatrically disabled today. 

(6) After the 1973 war, the Israelis instituted a model program of 
leadership training and medical/mental health support. This was 
intended to prevent combat stress casualties and to treat those 
cases which occurred in the brigade and division support areas. 
However, in the 1982 Lebanon invasion, many cases were 
inadvertently evacuated by helicopter to Israel in the initial haste of 
the invasion. Few of these cases returned to full duty, while 60 to 
80 percent of those treated in Lebanon did. 

(7) One Israeli armored battalion trapped in a desperate night 
action against the Syrians had approximately 30 combat stress 
cases and 30 WIA (a 1:1 ratio). A combat engineer battalion which 
was accidentally bombed by an Israeli fighter-bomber had 
approximately 25 killed in action (KIA) and 200 WIA. This same 
battalion soon had 20 immediate combat stress casualties. 
Approximately 25 other soldiers developed delayed stress reactions 
over succeeding days (a ratio to WIA of 1:4.4). Even the Israelis' 
strong preventive program could not completely prevent battle 
fatigue casualties in a high-tech war. 

c. Experience in Vietnam. 

(1) In Vietnam, battle fatigue casualty rates rarely exceeded one 
per ten WIA. The reasons for the few battle fatigue casualties 
included the sporadic nature of fighting and our air and artillery 
superiority. Other factors were well-supplied fire bases, scheduled 
rest and recuperation (R&R), and a fixed combat tour. All these 
factors kept most battle fatigue cases at levels which could be 
treated in their units and did not require medical holding or 
hospitalization. 
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(2) Other behavioral problems related to loneliness and frustration, 
however, were associated with combat stress in Vietnam. Serious 
incidents of poor discipline occurred, including commission of 
atrocities at My Lai(March 1968), combat refusal, and even 
"fragging" (murder) of leaders. These events threatened unit 
cohesion and the chain of command. By 1970-1971, when US 
ground forces were rarely committed to offensive operations, 
"neuropsychiatric casualties," especially drug and alcohol abuse 
and addiction, became epidemic. By September 1971, 
neuropsychiatric cases accounted for over 60 percent of all medical 
evacuations from the theater. Today those misconduct problems 
are recognized as having contributed to the high incidence of 
delayed posttraumatic stress disorder (PTSD) in Vietnam veterans. 
Due to the different nature of the stress, these types of misconduct 
stress behaviors are more likely than battle fatigue in operations 
other than war (conflict). These misconduct stress behaviors can 
seriously undermine the objectives and successes of the mission. 

d. Experience in Catastrophic Events During Peacetime and Operations 
Other Than War. Within the past few years, numerous accidents and 
hostile incidents have demonstrated the value of crisis stress control for 
soldiers, their families, and civilians caught in the turmoil of peacetime 
operations. Some recent historical events are listed in Table 1-1. Unit 
leaders aided by post and hospital mental health personnel, chaplains, 
and others played key roles in providing crisis stress control for many of 
these tragic incidents. In the peacetime military, as in civilian police, fire, 
and disaster relief, stress debriefing of critical incidents has proved its 
value in preventing and treating disabling PTSD. 

1-5. Effects of Battle on Soldiers, Units, and Leaders 
a. War is fundamentally a contest of wills fought by men, not machines. 
Ardant Du Picq, a 19th century French officer and student of men in battle, 
reminded us that, 'You can reach into the well of courage only so many 
times before the well runs dry." Even before that, Marshall De Saxe, 
writing in the 18th century, pointed out that, "A soldier's courage must be 
reborn daily," and went on to say that the most important task of leaders 
was to understand this, to care for and prepare soldiers before battle, and 
to use tactics during battle which recognize that courage must be 
renewed. 

b. Commanders must understand that in battle men and units are more 
likely to fail catastrophically than gradually. Commanders and staffs, 
assisted by combat stress control personnel, medics, chaplains, and 
others, must be alert to subtle indicators of fatigue, fear, poor discipline, 
and reduced morale. They must take measures to deal with these 
symptoms before their cumulative effects cause a unit to collapse. Staffs 
and commanders at higher levels must be advised about the impact of 
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intense or prolonged combat on subordinate units. Military organizations 
can fight at peak efficiency for only so long. Prolonged demands of 
combat cause efficiency to drop even when physical losses are not great. 

c. A unit may not be capable of performing its mission adequately if soldier 
resources are depleted because -- 

o Vigilance deteriorates.  

o Determinations and calculations become inaccurate.  

o Reports become faulty.  

o Decisions become slow and inaccurate.  

o Orders are misunderstood/forgotten.  

o Weapons are misused/underused.  

o Maintenance and preplanning are forgotten.  

Table 1-1. Examples of Catastrophic Events During Peacetime and Operations 
Other Than War - Historic Incidents 
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o Maintenance and preplanning are forgotten.  

o Motivation to perform duties decreases.  

o Leaders' effectiveness decreases.  

o Training becomes ineffective.  

d. Degradation of soldiers' performance means that they lose a portion of 
their normal effectiveness. Continuous, unrelieved operations and 
excessive stress degrade performance and erode soldier resources. 
Combat capability is cut whether the unit is at 50 percent strength or at full 
strength with soldiers who are only 50 percent effective. As individual and 
unit capabilities fall, battle fatigue may contribute not only to more battle 
fatigue casualties but also to higher rates of wounds and disease and 
nonbattle injuries (DNBI). 

e. The skill and courage of leaders at all levels are critical to success in 
operations across the full range of conflict. The chaos of combat places a 
premium on initiative, unit cohesion, and mental and physical 
preparedness of soldiers and units. While the importance of winning the 



SH-2-12 

first battle is great, the ability to fight sustained campaigns is vital to 
deterrence and to victory. In war, temporary battle fatigue casualties are 
inevitable but can be treated and returned to duty in or close to their units. 
In operations other than war (conflict), the enemy threat counts on 
psychological stress and misconduct stress behaviors to disable the 
defender. In operations other than war (conflict), drug and alcohol abuse, 
other violations of military discipline, and criminal acts must be prevented 
by strong leadership. Misconduct stress behaviors are dealt with through 
the legal system. Medical care and treatment are provided when 
necessary. 

1-6. The Potential High-Tech Battlefield 
United States Army planners have predicted what future high-tech combat could 
entail. This was demonstrated in the recent past with the world's confrontation 
with Iraq over the seizure of Kuwait. Based on the current world situation, such 
future battles are not unthinkable. The unprecedented debilitating effects of 
battlefield in the twenty-first century will demand even more attention to the 
preparation of soldiers, crews, and leaders for combat hardships. In such 
battlefields, the soldier will face many challenges. 

a. Challenge of Isolation. The first challenge is isolation. Units may 
experience periods of combat where forces are intermixed and lines of 
communication are broken. Units will experience feelings of uncertainty 
and helplessness from unpredictable strikes by long-range weapon 
systems. To make matters worse, these strikes may be inflicted by one's 
own forces in the confusion of battle. The certain use of smoke and 
obscurants will limit soldiers' vision, promoting feelings of separation, 
abandonment, and vulnerability. 

b. Challenge of Higher Rates of Casualties from Conventional, Nuclear, 
Biological, and Chemical Weapons/Agents. The increased rate of 
destruction of potential future weaponry has both physical and 
psychological effects. Losing 40 to 60 percent of an entire unit in minutes 
or hours could leave the remaining soldiers incapacitated. The rapid and 
horrible death of their comrades and leaders could have a definite and 
detrimental effect on the mental stability of the unit. Surviving soldiers will 
have to be prepared to overcome the experience of mass human 
destruction. They will need to be trained to take over from those lost and 
to reshape units that can continue to fight. 

c. Challenge of Human-Technological Imbalance. The emergence of new 
technologies has significantly increased the range of weapons, reduced 
reaction time, and changed conditions over which battles are fought. This 
new technology has the potential to exceed the capacity of human crews 
to fight. 

o All-weather, day-and-night capable vehicles which can operate for extended 
periods without resupply are limited only by the crews' need for sleep.  
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o High-probability-of-kill, direct fire systems will be degraded over time by the 
stress and fatigue levels of the men aiming those weapons.  

o Improved sensors and longer range weapons could exceed the capabilities of a 
tactical headquarters to plan and execute battles fought over expanded areas of 
operations.  

o Short engagement times and the increased lethality of new weapons could 
overwhelm the ability of staffs to control and coordinate the overall battle.  

Soldiers, leaders, and staffs will face problems of reduced efficiency 
effectiveness when fighting over extended periods. These conditions will 
tend to neutralize the potential gain s of new war-fighting technologies and 
force new approaches to the preparation and employment of soldiers, 
leaders, and staffs. 

d. Challenge of the Mental Rigors of Combat. Armies must initiate training 
programs to help precondition soldiers to the mental rigors of combat. This 
is of vital importance as the potentially catastrophic effect of battle stress 
in future warfare becomes evident. The military force that does this best 
will have a decided edge in any war. Future combat will strain human 
endurance to unprecedented levels. If these challenges are left unchecked 
by poor mental and physical conditioning of soldiers, they could result in 
the disastrous failure of entire units. Failure to consider the human factors 
in an environment of increased lethality and uncertainty could cause a 
nation's concept of warfare to be irrelevant. With the miniaturization and 
spread of high-tech (and perhaps even of nuclear, biological, and 
chemical [NBC]) weapons, this can be just as true in operations other than 
war (conflict) as in war. 

1-7. Responsibilities for Controlling Combat (Conflict) Stress 
a. Unit Cohesiveness Development. Rigorous, realistic training for war 
must go on continuously to assure unit readiness. Emphasis must be 
placed on establishing and maintaining cohesive units. Unit training and 
activities must emphasize development of soldier skills. This development 
should focus on building trust and establishing effective communication 
throughout the unit. 

b. Senior (Organizational) Leaders' Responsibilities. The chain of 
command must ensure that the standards for military leadership are met. 
Senior leaders must provide the necessary information and resources to 
the junior leaders to control combat stress and to make stress work for the 
US Army and against the enemy. Senior leaders' responsibilities are listed 
in Table 1-2. 

c. Junior (Direct) Leaders' Responsibilities. Junior leaders, and especially 
the NCOs, have the crucial business of applying the principles of stress 
control day-by-day, hour-by-hour, minute-by-minute. These responsibilities 
overlap with senior leaders' responsibilities but include parts that are 
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fundamentally "sergeants' business," supported by the officers.. See Table 
1-3, page 1-11, for junior leaders' responsibilities. 

d. Staff Section Responsibilities. Each element of the commander's staff 
(adjutant, intelligence, operations, logistics, and civil and public affairs [if 
present]) has its own area of responsibility that has particular relevance to 
stress control (see Table 1-4, pages 1-12--13). For example, the adjutant's 
responsibility for mail and decorations is more than just "nice to have." 
These are important stress control measures. Morale, welfare, and 
recreation opportunities, and even the use of Army bands, are valuable 
ways to sustain morale and combat readiness. For additional information 
on the role of Army bands, see Appendix C. 

Table 1-2. Senior Leaders' Responsibilities 

 

Table 1-3. Junior Leaders' Responsibilities - Combat Stress Control 
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Table 1-4. Staff Responsibilities for Combat Stress Control 
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Table 1-4. Staff Responsibilities for Combat Stress Control (Continued) 
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e. Chaplains' Responsibilities. Chaplains, especially those in unit ministry 
teams, have extremely important responsibilities. See Table 1-5 for 
chaplains' responsibilities. For additional information on the unit ministry 
teams, see Appendix D. 

f. Unit Medical Personnel's Responsibilities. Unit medical personnel assist 
commanders and NCOs in the control of stressors. See Table 1-6, page 1-
16, for combat stress control responsibilities. 

1-8. Primary Responsibility-Combat Stress Control/Mental Health 
Personnel 
Combat stress control is the primary responsibility-in peace as well as in war-of 
the mental health team. While the chain of command and NCO chain of support 
have ultimate responsibility for stress control, the unit leaders must give primary 
attention to accomplishing their unit's mission. Headquarters staffs and unit 
chaplains and medical personnel also have other primary missions which must 
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come first. Sustaining military performance, preventing stress casualties, and 
treating stress symptoms are the primary missions for Army combat stress 
control units and personnel. 

a. Combat Stress Control Organization. As defined in Army Regulation 
(AR) 40-216, the mental health team consists of Army psychiatrists, 
clinical psychologists, social work officers, occupational therapy officers, 
psychiatric nurses, and their enlisted counterparts. Mental health 
personnel are organized into organic mental health sections in the main 
support medical companies of divisions and the medical companies of 
separate brigades. In both the corps and the COMMZ, the mental health 
sections are organic to the area support medical battalion. Mental health 
staff sections in the medical command, medical brigade, and medical 
group monitor and coordinate combat stress control support. The medical 
combat stress control units (companies and detachments) are a corps and 
COMMZ asset. They are designed to divide into mobile, modular combat 
stress control teams. The teams provide combat stress control support 
throughout the corps and routinely deploy forward to reinforce mental 
health section personnel in the division and brigade areas. The philosophy 
and the organizational and operational concept for combat stress control 
are reviewed in Appendix B. 

b. Combat Stress Control /Mental Health Team Responsibilities. Table l-7, 
page l-17, summarizes the mission and responsibilities of combat stress 
control/mental health personnel in combat stress control. 

1-9. Effective Combat Stress Control Program 
Without an effective combat stress control program, combat stress can be a 
"war-stopper" for our soldiers. This may be by way of a high number of battle 
fatigue casualties during and after intense critical battles. It may be by way of 
misconduct stress behaviors which undermine the objectives and the will to 
persist in operations other than war (conflict). Maximizing the amount of combat 
stress experienced by our forces is one of the main objectives of the enemy. An 
effective combat stress control program requires participation at all levels. It is 
implemented by command authority. It is supported by commanders, leaders, 
staffs, chaplains, physicians, and health care providers and should be facilitated 
by mental health/combat stress control personnel and units. Through these 
actions we can control the effects combat stress has on the accomplishment of 
unit missions by -- 

• Identifying and controlling stress factors (stressors).  

• Reducing number of battle fatigue casualties and misconduct stress behaviors.  

• Reducing recovery time for battle fatigue casualties.  

An effective combat stress control program focuses the effects of combat stress 
toward increasing positive stress responses while decreasing disruptive stress. It 
reduces the possibilities of stress becoming a war-stopper for the US. 
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Table 1-5. Chaplains' Responsibilities for Combat Stress Control 

 

Table 1-6. Unit Medical Personnel's Responsibilities for Combat Stress Control 

 

Table 1-7. Combat Stress Control Unit and Mental Health/Combat Stress Control 
Personnel's Responsibilities 
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CHAPTER 2 
STRESS AND COMBAT PERFORMANCE 

Section I. STRESS TERMINOLOGY AND THE STRESS CONCEPT 
2-1. Introduction 
The understanding of the stress process has been refined over time by research 
and experience, leaving some terms obsolete. This chapter establishes how the 
Army's combat stress control concept currently defines and interprets stress 
terminology. 

2-2. Understanding of Interactions 
a. Stressors. A stressor is any event or situation which requires a 
nonroutine change in adaptation or behavior. Often it is unfamiliar or 
creates conflict among motives within the individual. It may pose a 
challenge or a threat to the individual's well-being or self-esteem. 
Stressors may be positive or negative (for example, promotion to new 
responsibilities or threat of imminent death). 

b. Combat Stressors. Combat stressors are any stressors occurring during 
the course of combat-related duties, whether due to enemy action or other 
sources. Combat duties do not necessarily involve being shot at and may 
be carried on even in "safe" areas far from the enemy. Many Stressors in 
combat duties come from the soldier's own unit, leaders, and mission 
demands. They may also come from the conflict between mission 
demands and the soldier's home life. 

c. Stress. Stress is the internal process of preparing to deal with a 
stressor. Stress involves the physiological reflexes which ready the body 
for fight or flight. Examples of those reflexes are increased nervous 
system arousal, release of adrenaline into the bloodstream, changes in 
blood flow to different parts of the body, and so forth. However, stress is 
not synonymous with arousal or anxiety. Stress involves physical and 
mental processes which, at times, suppress arousal and anxiety. Stress 
also involves the accompanying emotional responses and the automatic 
perceptual and cognitive processes for evaluating the uncertainty or 
threat. These automatic processes may be instinctive or learned. 

d. Stress Appraisal. Stress may or may not involve conscious awareness 
of the threat, but the stressor must be perceived at some level to cause 
stress. The amount of stress experienced depends much on the 
individual's appraisal of the stressor and its context, even if that appraisal 
is wrong. The stress process includes psychological defenses which may 
filter the perception and appraisal to shield the individual from perceiving 
more threat than he is ready to tolerate. 

e. Physical Stressors Versus Mental Stressors. A distinction can be made 
between those Stressors which are physical and those which are mental. 
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(1) A physical stressor is one which has a direct effect on the body. 
This may be an external environmental condition or the internal 
physical/physiologic demands of the human body. 

(2) A mental stressor is one in which only information reaches the 
brain with no direct physical impact on the body. This information 
may place demands on either the cognitive systems (thought 
processes) or the emotional system (feeling responses, such as 
anger or fear) in the brain. Often, reactions are evoked from both 
the cognitive and the emotional systems. 

f. Stress Behaviors. These are stress related actions that can be observed 
by others; for example, moving or keeping still, speaking or not speaking. 
The behaviors may be intended to overcome and turn off a stressor, to 
escape it, or to adapt to it. They may simply reflect or relieve the tension 
generated by the internal stress process. Any of these different types of 
stress behavior may be successful, unsuccessful, or not influence the 
stressful situation at all. They may make the stressor worse. They may 
resolve one stressor but create new stressors. 

g. Combat Stress. This is the complex and constantly changing result of 
all the stressors and stress processes inside the soldier as he performs 
the combat-related mission. At any given time in each soldier, stress is the 
result of the complex interaction of many mental and physical stressors. 

2-3. Discussion of Physical Versus Mental Stressors 
a. Table 2-1 gives examples of the two types of physical stressors 
(environmental and physiological) and the two types of mental stressors 
(cognitive and emotional). 

Table 2-1. Types of Physical and Mental Stressors 
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b. The physical stressors evoke specific stress reflexes. For example, cold 
causes shivering and decreased blood flow to skin and extremities; heat 
causes sweating and increased blood flow to skin. These stress reflexes 
can maintain internal balance and comfort up to a point but then may be 
exceeded. 

c. The distinction, however, between physical and mental stressors is 
rarely clear cut. 

(1) Mental stressors can also produce the same stress reflexes as 
do some physical stressors; for example, decreased blood flow to 
skin, increased sweating, adrenaline release, and pupil size. These 
reflexes can markedly increase or decrease the individual's 
vulnerability to specific physical stressors. The mental stressors 
also presumably cause changes in brain chemistry (involving the 
neurotransmitter chemicals in the brain). 

(2) Physical stressors are also mental stressors when they provide 
information to the brain which creates a mental demand or poses a 
threat to well-being. Even if a physical stressor is not a threat to life 
and health, the discomfort, distraction, and performance 
degradation it causes may be emotionally upsetting. Therefore, 
physical stressors, too, can produce the nonspecific arousal 
reflexes. Heat, cold, dehydration, toxic chemicals, and other 
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physical stressors can also interfere directly with brain functioning; 
they can impair perceptual and cognitive mental abilities, thus 
increasing the stresses. Light, noise, discomfort, and anxiety 
provoking information may interfere with sleep, which is essential to 
maintain brain efficiency and mental performance over time. 

d. Because of this intermeshing of physical and mental stressors and 
stress reflexes, no great effort needs to be invested in distinguishing them 
in military contexts until the physical stressors and stress reflexes become 
so severe that they warrant specific (and perhaps emergency) protective 
measures and treatment. Prior to that stage, unit leaders and medical and 
mental health personnel should assume that both physical and mental 
stresses are usually present and interacting within all unit personnel. 
Guidelines for controlling both physical and mental stressors at the same 
time should be contained in the tactical standing operating procedure 
(TSOP), if possible. 

2-4. Positive Stress 
a. Stress is not necessarily bad or harmful. Positive stress (or eustress) is 
that degree of stress which is necessary to sustain and improve tolerance 
to stress without overdoing the stress experience. Some level of stress is 
helpful and even necessary to health. This is especially clear for some 
physical stressors to which the body can acclimatize. To achieve greater 
tolerance or acclimatization to a physical stressor, a progressively greater 
exposure is required. This exposure should be sufficient to produce more 
than the routine stress reflexes. Well-known examples of acclimatization 
are heat acclimatization, cardiovascular (aerobic) fitness, and muscle 
strength. These examples are so important to combat stress control that 
they are worth reviewing. The process of improving tolerance to stressors 
through progressive exposure to those stressors will also be true of 
cognitive-emotional stressors. 

(1) Heat acclimatization. You cannot become fully acclimatized to 
heat by just lying around in hot conditions. You have to perform 
physical exercise in the heat to stress the body's temperature 
regulation system. At first, the body may overreact with excessive 
sweating and heart rate. As acclimatization occurs, the body 
becomes more efficient at cooling itself. However, acclimation has 
a maximum level. If you stop exercising in the heat, you will 
gradually lose the acclimatization you have gained. Mission-
oriented protective posture (MOPP) training should be considered 
as a part of the acclimatization program. 

(2) Aerobic fitness. It is well known that you can become aerobically 
fit only by exerting yourself to progressively greater degrees of 
physical effort. One way is to enter into 20-minute (or more) 
exercise programs of jogging, running, bicycling, swimming, or 
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special aerobic exercises each day. Any physical effort which 
sufficiently raises heart rate and respiratory rate and works up a 
sweat for 20 minutes or more will increase your tolerance. In other 
words, you must stress the system. After doing that for several 
days, the same effort raises heart rate and sweating only a little. 
You become less short of breath, and the effort seems much 
easier. To become more aerobically fit, you have to increase the 
work stressor even more until the body again shows the stress of 
increased heart rate, shortness of breath, and sweating. If you stop 
exercising aerobically for weeks or months, your improved aerobic 
fitness will gradually be lost. 

(3) Muscle strength. Body builders increase their muscle mass by 
lifting progressively heavier weights or working against 
progressively greater resistance on exercise machines. In order to 
increase muscle strength, you have to increase the stressor (the 
weight lifted) and the stress (the physiological increased effort 
within the muscle cells). After the muscle has become accustomed 
to lifting a given weight, it no longer seems like a great effort. There 
is little stress taking place in the muscle. The muscle will merely 
maintain its strength and not get any stronger with repeated 
exposure. If you stop doing even that amount of lifting, your 
muscles will get flabby again over time. A good maxim is, "If you do 
not use it, you will lose it." 

b. It is important to understand that stressors which overstrain the 
adaptive capability of the body (whether or not they cause pain) do not 
hasten acclimatization or increase tolerance to the stressor. They often 
retard it and may even permanently impair future acclimatization. Consider 
the examples of the physical stressors discussed above. 

(1) Heat acclimatization is not speeded by getting heat cramps or 
heat exhaustion. Neither is it significantly slowed, although the 
person's self-confidence and motivation to try again may be 
impaired. However, people who are driven to the stage of 
heatstroke and survive will forever be physically less tolerant to 
heat. They will be more likely to develop heatstroke in the future if 
exposed to heat. 

(2) Runners or body builders who push too hard early in training 
may not feel severe pain at the time. Hours later, however, they 
may develop muscle swelling, ache, and stiffness. At best, this will 
take days to recover to the point where the athlete can even 
continue with the exercise regimen. At worst, the damaged muscles 
may break down and release the substance myoglobin into the 
bloodstream which can permanently damage or destroy the 
kidneys. Excessive painful stress on bones, joints, and ligaments 
does not make them grow stronger but instead causes stress 
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fractures, sprains, tears, and other damage that may require 
months of reduced activity to heal. 

(3) The issue for the master fitness trainers is how to keep the 
physical work stressors and stress in the positive or eustress range 
which increases strength and fitness. They must control the 
stressors and stress so they are not extreme-too little or too much. 

<> 
 

WARNING 

Unconditioned, unacclimatized troops should not be 
overextended in training as this could cause severe injury or 
even death. A special physical training program will be 
required. 

 
c. Positive stress also applies to mental stressors (cognitive and 
emotional), as well as to physical stressors (environmental and 
physiological). Appropriate exposure to mental/ emotional stressors is 
necessary to increase tolerance to them. 

(1) Armies have known for centuries about the positive effects of 
stress in preparing soldiers for combat. In old-style basic training 
(prior to 1970), the drill sergeant deliberately made himself more 
fearsome than death itself so that the trainee would learn to 
respond automatically, even in a state of terror. That technique is 
not useful today because modern war requires more small unit 
cohesion, trust between leaders and those led, and initiative even 
on the part of the junior enlisted soldier. The modern drill sergeant 
must, instead, require the trainees to meet difficult (stressful) 
standards and work with the trainees to assure that they master 
them. The result is a well-earned sense of confidence in self, 
comrades, and leaders that can be applied to future demands. 

(2) The Army knows that airborne and air assault training are not 
just intended to teach the skills needed to arrive on a battlefield 
after jumping from a low-flying aircraft or repelling from a helicopter. 
Their greater value comes from requiring soldiers to confront and 
master their extremely strong, instinctive fear of heights under 
circumstances which are deliberately stressful at the time. During 
training, this fear builds self-confidence and a sense of special 
identity on completion. (In fact, the training itself is not exceedingly 
dangerous, statistically speaking. However, the possibility of death 
does exist if you are extremely unlucky or fail to do the task 
correctly. This can contribute to additional stress.) 
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(3) Ranger school is a clear example of the Army's recognition of 
the benefits of positive stress. A generic ranger course objective 
would read: Perform complex and difficult physical and mental task 
under great pressure, sleep loss, water and food deprivation, and 
physical fatigue. No one coasts through ranger school. If anyone 
seems to be coasting through, the trained ranger cadre will 
increase the demand on that person until he, too, reaches the stage 
of stress where he realizes he cannot get through it all alone. 
Ranger school teaches small teams and their rotating leaders how 
to control stress in all the team members so the team accomplishes 
the mission. The training gives the individual soldier confidence, but 
even more, an awareness of how stress works in oneself and 
others. It teaches stress control, not stress reduction. Often the 
need for the team and its individual members is to play different 
mental and physical stressors against each other. This is done by 
increasing some stressors while decreasing others to keep the 
team on its mission and to keep individual soldiers from giving up. 

d. To some degree, acclimatization to mental (cognitive/emotional) 
stressors also shares that "use it or lose it" feature which is true for 
adaptation to physical stressors. The airborne qualified trooper may 
experience more unpleasant stress symptoms when jumping after not 
having jumped for many months. The physician may find the stress 
unexpectedly higher when performing a potentially risky patient-care 
procedure that was once so frequently practiced that it had seemed to 
involve no stress at all but which has not been performed for some time. 
However, the memory of successfully mastering the stressor in the past 
usually speeds up the return of adaptation. 

e. Tolerance to mental stressors is increased by successfully facing and 
mastering similar stressors (just as tolerance to physical stressors is). 
However, being overwhelmed by emotional or mental stress may 
temporarily or permanently impair future tolerance (just as exceeding the 
ability to cope with physical stressors may). Up to a point, mental stress 
(even uncomfortable mental stress) may increase tolerance to future 
stress without any current impairment. A higher level may cause 
temporary overstrain but may heal as strong or stronger than ever with 
rest and restorative processing. More severe overstrain, however, may 
permanently weaken tolerance to future mental stress. As with some 
cases of damage from physical stress, the harm done by mental stress 
may not be apparent at the time. It may only be apparent later. There is 
reason to believe that immediate preventive measures or treatment can 
greatly reduce the potential for chronic disability, even in cases of extreme 
emotional overstrain. 
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2-5. Relationship of Stress to Task Performance 
Stress is an internal process which presumably evolves because it helps the 
individual to function better, stay alive, and cope successfully with stressors. 
However, there is an optimal range of arousal (or motivation or stress) for any 
given task. 

a. If there is too little arousal, the job is done haphazardly or not at all 
because the individual is easily distracted, makes errors of omission, or 
falls asleep. If arousal becomes too intense, the individual may be too 
distractible or too focused on one aspect of the task. He may have 
difficulty with fine motor coordination and with discriminating when and 
how to act. If the individual is unfamiliar with his own stress reflexes and 
perceives them as dangerous (or incapacitating, or as a threat to self-
esteem), the stress itself can become a stressor and magnify itself. 

b. With extreme arousal, the individual may freeze (become immobile or 
petrified by fear). Alternately, he may become agitated and flee in 
disoriented panic. If stress persists too long, it can cause physical and 
mental illnesses. Extreme stress with hopelessness can even result in 
rapid death, either due to sympathetic nervous system overstimulation 
(such as stroke or heart attack) or due to sympathetic nervous system 
shutdown (not simply exhaustion). An individual giving up can literally stop 
the heart from beating. 

c. The original purpose of the stress reaction was to keep the person alive. 
The military requirement for the stress process is different. It is to keep the 
soldier in that range of physiological, emotional, and cognitive mobilization 
which best enables him to accomplish the military mission, whether that 
contributes to individual survival or not. This optimal range of stress differs 
from task to task. Tasks which require heavy but gross muscular exertion 
are performed best at high levels of arousal (Figure 2-1). Tasks that 
require fine muscle coordination and clear thinking (such as walking point 
on a booby-trapped jungle trail, or distinguishing subtle differences 
between friendly and enemy targets in a night-vision gun sight) or that 
require inhibiting action (such as waiting alertly in ambush) will be 
disrupted unless the stress process is kept finely tuned. If the stress 
process allows too much or too little arousal or if arousal does not lessen 
when it is no longer needed, stress has become harmful. 

2-6. Fatigue 
Fatigue means weariness and/or decreased performance capability due to hard 
or prolonged work or effort. It reflects the stage where the energy mobilized by 
the stress process is beginning to run down. If the effort continues, the fatigue 
can build to the point of exhaustion. 

a. Fatigue can be produced by both physical and mental tasks. A well-
known example of physical fatigue is muscle tiredness. This can be limited 
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to specific muscles which have been overworked. Another example is 
aerobic fatigue (where the whole body is short of oxygen and perhaps 
blood sugar, is probably overheated, and is wanting to rest). 

 

Figure 2-1. Change in performance with increasing arousal (stress) for two types 
of tasks. 
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b. Sleep loss produces a different kind of fatigue which is primarily mental. 
The sleep-deprived person has trouble keeping his mind focused although 
he has no decrease in muscular or aerobic work capacity. People with 
sleep-loss fatigue usually appear tired and slowed down, or they may also 
be speeded up, hyperactive, and irritable. 

c. Continued mental effort on a specific task, whether it is a task requiring 
much thinking or constant attention, produces mental fatigue. That is, 
performance gets progressively worse with time, and the person wishes 
he could stop to do something else. Even a few minutes of break, while 
the mind does some quite different mental tasks, substantially relieves the 
mental fatigue and improves the performance. 

d. Physical illness can also bring on fatigue. People who have ever had 
the flu or even just a cold know how quickly one tires. They only want to 
rest or sleep. 

e. Intense emotions also produce fatigue. This is especially true of anxiety 
and fear because they arouse the fight or flight reflexes of the physical 
stress process. This will be discussed later in justifying the use of the term 
battle fatigue. 

f. The level of fatigue experienced may be influenced by -- 

o Work intensity.  

o Task difficulty.  

o Duration of sustained effort.  

o General well-being of the individual.  

Fatigue can also be influenced by the level of preparedness to perform the 
specific task. 

(1) For physical fatigue: A marathon runner may have strong legs, 
superb aerobic fitness, great health, and self-confidence, but too 
little arm and shoulder strength to be able to chin himself even once 
before being stopped by fatigue. 

(2) For emotional fatigue: A healthy, confident soldier may have 
learned to carry his Dragon missile and guide it to its target easily in 
peacetime training. But if he has never learned to control his own 
fear, he may find himself too quickly fatigued to even carry the 
weight, let alone keep the missile on target for 10 seconds while 
under real, lethal enemy fire. He may, however, still be able to 
perform simple tasks. In WWII, the following observations and 
conclusion were made: 
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(a) In the fighting for Kwajalein Atoll, troops were halted 
three times by enemy fire. Their energy was exhausted even 
though they suffered no casualties and had moved fewer 
than two miles. In the Normandy invasion, a strong infantry 
company with many vigorous young men hit the beach still 
fresh. Under intense fire, they found they had to drag their 
heavy machine guns across the beach a few feet at a time; 
when in training, they had been able to carry the same loads 
on the run. 

(b) The Army reached the following conclusion from those 
observations: Fear and fatigue effect the body in similar 
ways. Fear, like physical work, drains the body of energy. 
This creates a self-perpetuating cycle. The overloaded 
soldier, feeling tired, becomes more susceptible to fear. The 
more fearful he becomes, the weaker he feels, and the more 
quickly he becomes fatigued. 

2-7. Stages of Adaptation to a Threatening Situation 
a. The stage of alarm (usually brief) is when the fight or flight response is 
extremely active. Performance is likely to be impaired unless the soldiers' 
responses are simple and instinctive (like running or freezing) or well 
drilled. 

b. The stage of resistance is achieved if the subject successfully copes 
with the threat. The overarousal moderates and the sufferer begins to 
actively try to overcome or escape the stressor or to adapt to it. 
Performance is often enhanced in the stage of resistance. If the stressor is 
mastered or adapted to, the person either returns to the baseline level of 
stress or may have some residual stress while working through the 
unpleasant memories and their long term implications. 

c. The stages of exhaustion may occur if the victim of stress is unable to 
escape, overcome, or tolerate a severe stressor. Performance 
deteriorates and may cease altogether. The victim may develop a stress-
related illness and can even die of stress. 
Section II. COMBAT PERFORMANCE AND COMBAT STRESS BEHAVIORS 

2-8. Phases of Adaptation to Combat 
During the first time in battle for soldiers, their combat performance is usually 
lower than it was in precombat training. The novice soldiers are also at relatively 
high risk of being killed or wounded. This is partly because they have not yet 
learned to identify and respond automatically to the true dangers (such as the 
specific sounds of incoming artillery or mortar rounds). Under extreme stress, 
they may experience difficulty with focusing their attention and remembering 
what they were taught in training. Their ineffectiveness may also be caused by 
fearinduced fatigue. First-battle soldiers are at high risk of becoming battle 
fatigue casualties. Soldiers in their first time under fire are likely to experience 
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high anxiety (the stages of alarm) (see Figure 2-2[A]). Poor showing on first 
exposure to real battle can be reduced by providing tough, realistic training 
(especially battle drills under high stress), but it cannot be totally prevented. 

a. The Experienced Veteran. If the soldier does not become a casualty in 
the first battle, his combat skills will improve quickly over the next few 
days. His skills continue to improve gradually over the next weeks until he 
is as good as he can get. An experienced soldier gains confidence in his 
skill, comrades, and leaders (see Figure 2-2[B]). For him, the stage of 
alarm is mostly in anticipation. He responds selectively and automatically 
to the truly dangerous sounds and cues of the battlefield. When the action 
starts, he immediately achieves the stage of resistance and is remarkably 
calm as he focuses on his job. However, the veteran is likely to have a 
considerable rebound of arousal and anxiety when the fight is over. Not all 
veteran soldiers ever achieve the state of really low fear in action. Some 
drop to mid levels, yet still perform their duties effectively. 

b. Sustainment of Optimal Combat Skills. Combat skills and high stress 
tolerance are maintained when frequent successful combat actions occur. 
If losses in the unit remain low, the veteran can maintain his optimal 
combat skills for many months. If there is a prolonged cease-fire or if the 
skilled soldier leaves the combat zone on individual R&R, there may be a 
brief drop in performance on his return to battle. That drop would be 
accompanied by a return of the anxiety pattern shown by new soldiers 
(Figure 2-2[A]) but the anxiety is much briefer. This would be like the 
anxiety felt by the airborne qualified soldier who is making a jump after not 
having done so for many months. Predictably, the experienced veteran will 
regain his combat edge quickly upon returning to battle. 

c. The Overstressed Veteran. If the unit suffers many casualties, however, 
and the chance of surviving a long war seems poor, the experienced 
soldier's combat performance begins to decline. It can occur after 14 to 21 
days of cumulative combat or even after only a few days of extremely 
heavy losses. The overstressed veteran becomes more careful, loses 
initiative, and may be indecisive when he needs to act quickly. Figure 2-
2(C) shows the anxiety pattern of an overstressed soldier who is doubting 
his chances of survival. There were too many close calls in the last battle; 
too many of his friends were killed (slowly over time or quickly). Under 
such stress, he feels his own skills are slipping, and it is just a matter of 
time before he, too, will surely be killed or maimed. Unless he is given the 
opportunity and help to reduce arousal level and regain some hope, he will 
soon fail. 
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Figure 2-2. Anxiety, fear and arousal at different stages in combat tour. 

d. Decline of Combat Skills. How quickly performance declines will usually 
be related to how many casualties have occurred and how close the 
soldier was to them (both physically and emotionally). The decline may be 
hastened or slowed by leadership, unit, scenario, and home front factors 
such as those discussed in later chapters and in Appendix A. 

e. Restoration of Combat Skills. Rest and recuperation, preferably with 
other soldiers in the unit, can substantially restore combat proficiency. 
Rest would also substantially return the anxiety pattern to that of the 
experienced veteran (Figure 2-2[B]). This recuperation can be 
accomplished with the help of the medical and combat stress 
control/mental health personnel at a medical restoration or reconditioning 
facility.  

2-9. Combat Stress Behaviors 
a. Combat Stress Behaviors. Combat stress behavior is the generic term 
which covers the full range of behaviors in combat, from behaviors that 
are highly positive to those that are totally negative. Table 2-2 provides a 
listing of positive stress responses and behaviors, plus two types of 
dysfunctional combat stress behaviors-those which are labeled 
misconduct stress behaviors and those which are labeled battle fatigue. 

b. Positive Combat Stress Behaviors. Positive combat stress behaviors 
include the heightened alertness, strength, endurance, and tolerance to 
discomfort which the fight or flight stress response and the stage of 
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resistance can produce when properly in tune. Examples of positive 
combat stress behaviors include the strong personal bonding between 
combat soldiers and the pride and self-identification which they develop 
with the combat unit's history and mission (unit esprit). These together 
form unit cohesion-the binding force that keeps soldiers together and 
performing the mission in spite of danger and death. The ultimate positive 
combat stress behaviors are acts of extreme courage and action involving 
almost unbelievable strength. They may even involve deliberate self-
sacrifice. Positive combat stress behaviors can be brought forth by sound 
military training (drill), wise personnel policies, and good leadership. The 
results are behaviors which are rewarded with praise and perhaps with 
medals for individual valor and/or unit citations. The positive combat stress 
behaviors are discussed further in Chapter 3. 

c. Misconduct Stress Behaviors. Examples of misconduct stress behaviors 
are listed in the center column of Table 2-2. These range from minor 
breaches of unit orders or regulations to serious violations of the Uniform 
Code of Military Justice (UCMJ) and perhaps the Law of Land Warfare. As 
misconduct stress behaviors, they are most likely to occur in poorly 
trained, undisciplined soldiers. However, they can also be committed by 
good, even heroic, soldiers under extreme combat stress. Misconduct 
stress behavior can be prevented by stress control measures, but once 
serious misconduct has occurred, it must be punished to prevent further 
erosion of discipline. Combat stress, even with heroic combat 
performance, cannot justify criminal misconduct. See Chapter 4 for a 
discussion of misconduct stress behaviors. 

d. Battle Fatigue. Battle fatigue is also called combat stress reaction or 
combat fatigue. See Table 2-2 for examples of battle fatigue. Those battle 
fatigue behaviors which are listed near the top may accompany excellent 
combat performance and are often found in heroes, too. These are 
normal, common signs of battle fatigue. Those that follow are listed in 
descending order to indicate progressively more serious or warning signs. 
Warning signs deserve immediate attention by the leader, medic, or buddy 
to prevent potential harm to the soldier, others, or the mission. Warning 
signs do not necessarily mean the soldier must be relieved of duty or 
evacuated if they respond quickly to helping actions. However, soldiers 
may need evaluation at medical treatment facilities to rule out other 
physical or mental illness. If the symptoms of battle fatigue persist and 
make the soldier unable to perform duties reliably, then medical treatment 
facilities, such as clearing station and specialized combat stress control 
teams, can provide restorative treatment. At this point, the soldier is a 
battle fatigue casualty. For those cases, prompt treatment close to the 
soldier's unit provides the best potential for returning the soldier to duty. 
See Chapter 5 for a detailed discussion of battle fatigue. 
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Table 2-2. Combat Stress Behaviors 
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2-10. Overlapping of Combat Stress Behaviors 
The distinction between positive combat stress behaviors, misconduct stress 
behaviors, and battle fatigue is not always clear. Indeed, the three categories of 
combat stress behaviors may overlap, as diagrammed in Figure 2-3. Soldiers 
with battle fatigue may show misconduct stress behaviors and vice versa. Heroes 
who exemplify the positive combat stress behaviors may suffer symptoms of 
battle fatigue and may even be battle fatigue casualties before or after their 
heroic deeds. Excellent combat soldiers may commit misconduct stress 
behaviors in reaction to the stressors of combat before, during, or after their 
otherwise exemplary performance. Combat stress, even with good combat 
behavior, does not excuse criminal acts. However, it could be taken into account 
as an extenuating circumstance for minor (noncriminal) infractions or in 
determining nonjudicial punishment under Article 16, UCMJ, for minor offenses. 
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Figure 2-3. Overlapping of combat stress behaviors. 

2-11. Post-Traumatic Stress Disorder 
Post-traumatic stress symptoms are normal responses after extremely abnormal 
and distressing events. 

a. Post-Traumatic Stress Disorder Signs and Symptoms. As with battle 
fatigue, post-traumatic stress symptoms come in normal/ common and 
warning signs. These signs and symptoms do not necessarily make the 
sufferer a casualty or deserve the label of disorder. It is normal for the 
survivor of one or more horrible events to have painful memories; to have 
anxiety (perhaps with jumpiness or being on guard); to feel guilt (over 
surviving or for real acts of omission or commission); and to dream 
unpleasant dreams about it. This becomes PTSD only when either the 
pain of the memories or the actions the person takes to escape the 
memories (such as substance abuse, avoidance of reminders, social 
estrangement, and withdrawal) interfere with occupational or personal life 
goals. 

b. Post-Traumatic Stress Disorder Preventive Measures. As with battle 
fatigue, there is no virtue in suffering, ignoring, neglecting, or hiding post-
traumatic stress symptoms. The normal/common signs deserve routine 
preventive measures, such as talking out and working through the painful 
memories. The warning signs certainly deserve this attention, as self-aid, 
buddy aid, and leader aid. Good preventive measures can head off true 
PTSD which might not show up until years after the incident. 

c. Relationship Between Post-Traumatic Stress Disorder and Battle 
Fatigue. While PTSD and battle fatigue obviously share much in common, 
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by definition, symptoms are not PTSD until the trauma is over (post). 
Therefore, this diagnosis should not be made while the soldier continues 
in, or is expected to return quickly to, the combat mission. As the dotted 
lines (Table 2-2) show, PTSD can follow battle fatigue (especially if 
inadequately or incorrectly treated). Israeli studies confirm earlier 
observations that immediate, far-forward treatment and return to duty 
protect battle fatigue casualties against subsequent PTSD. Premature 
evacuation of battle fatigue casualties often results in chronic PTSD. 
However, most cases of acute, chronic, and delayed PTSD after a war 
were not battle fatigue casualties during the battles. 

d. Relationship Between Post-Traumatic Stress Disorder and Misconduct 
Stress Behavior. Post-traumatic stress disorder often follows misconduct 
stress behaviors. It may occur in -- 

o The victims of others' misconduct.  

o Those who committed misconduct under stress and are haunted by guilt later.  

o Those who were passive or reluctant participants.  

o Those who simply observed severe misconduct and its human consequences.  

o Those who were involved as rescuers or care givers.  

e. Post-Traumatic Stress Disorder and Positive Combat Stress Behavior. 
Post-traumatic stress disorder can also occur in soldiers (or veterans and 
civilians) who showed no maladaptive stress behaviors at the time of the 
trauma and who showed positive, even heroic, combat stress behaviors. 
Even heroes can feel delayed grief and survivor guilt for lost buddies or be 
haunted by the memory of the enemy soldiers they killed in battle. 

f. Leader Responsibilities to Prevent Post-Traumatic Stress Disorder. 
During the conflict, commanders and NCOs have the additional 
responsibility of preventing or minimizing subsequent PTSD. The most 
important preventive measure is routine after-action debriefing by small 
teams after any difficult operation (see Chapter 6 for additional 
discussion). Critical event debriefings led by trained debriefing teams 
should be scheduled following exceptionally traumatic events. 
Recommended leader actions are provided in Appendix A. When units or 
individual soldiers redeploy home from combat, leaders should debrief 
them and help prepare them for the transition. As Figure 2-4 illustrates, 
painful memories do not have to become clinical PTSD or misconduct 
stress behaviors. They can be accepted and diverted into positive growth. 
Chapter 6 gives more information on PTSD and its prevention and 
treatment. 
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Figure 2-4. Relation between combat stress behaviors and PTSD. 
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Student Handout 3 
 

 
 This student handout contains an extract from DA PAM 600-63-10. 
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1 September 1987 
Department of the Army Pamphlet 
600–63–10 
Fit to Win—STRESS MANAGEMENT  

The Army Health Promotion Program                             

Leadership is Key to Preventing 
Battle 
 
A leader reduces combat stress by 
preparing himself and the unit for 
combat. It’s Important that he know his 
job and plan for contingencies. He must 
maintain control of the unit to maximize 
its efficiency. Good leaders have few 
battle fatigue casualties in their units, 
even under extremely stressful 
circumstances. Poor leaders tend to 
have many, along with other “improper 
behavior” combat stress reactions. 
Good leaders do the following: 
 

Promote Unit Cohesion 
a. The most important motive which 
keeps soldiers doing their duty in 
combat is “Unit Cohesion”. Unit 
cohesion is 
the personal trust and loyalty among 
Members of a small unit which makes 
them prefer to stick together even when 
that involves great hardship and danger. 
b. Working together to overcome danger 
and survive is itself a good way to 
produce cohesion fast. But there are two 
disadvantages to waiting until the 
danger is close to start developing 
cohesion. First, there is the big risk that 
the danger and stress will break up the 
insufficiently cohesive team and roll over 
It; that everyone will simply get killed or 
develop total battle fatigue. Second, it is 
possible to develop personally cohesive 
groups who care only about their own 
comfort and survival and not about the 
mission. 
 c. The leader needs to encourage as 
much personal cohesion as possible 
within the team before going into 
combat, and be sure that it is 
strengthened by a sense of the unit’s 

military identity and its mission. This 
sense is called “Esprit deCorps” or 
simply “esprit” (pronounced “espree”). 
The combination of unit esprit and 
personal cohesion equals “unit 
cohesion”. Unit cohesion is like 
reinforced concrete. Cohesion alone is 
like steel wire mesh; it is hard to break 
but easy to bend. The esprit is like 
concrete; it keeps its shape, but shatters 
easily. Combining the two produces a 
result that is fair stronger than the sum 
of its parts. It neither breaks nor bends. 
The following are specific ways to 
achieve unit cohesion. 
d. Insure that new arrivals are welcomed 
into the group and become known and 
trusted members quickly. In garrison, 
appoint a suitable sponsor for each 
newcomer, and monitor that the sponsor 
really does show the newcomer around 
and assist In settling in on the job and in 
the community. In the combat setting, It 
is even more important to get the new 
soldier linked up with an appropriate 
buddy or buddies. As much as possible, 
give the newcomers time to 
develop combat attitudes, skills and 
cohesion over several days before 
putting them into an extremely stressful 
or important situation. 
(1) The new soldier hasn’t yet 
established trust and “cohesion” with 
buddies and leaders. The Israeli study 
found this to be the second strongest 
factor in a study which compared battle 
shock casualties and decorated heroes. 
(2) New replacements who have no 
prior combat experience are at special 
risk. Not only are they facing extreme 
stress for the first time, but also the 
veteran soldiers have little basis on 
which to trust them. Veteran soldiers 
who are coming to a new unit after 
recovering from a wound, or as 
“survivors” from other units, are also at 
risk. These veterans may adapt quicker 
than the new replacements if they don’t 
have too much unresolved battle 
fatigue. 
(3) Soldiers who have just been given 
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new job responsibilities, such as just 
being promoted acting NCO, may 
alsobe under special stress while they 
adjust to no longer being just one of the 
gang. 
e. Keep members of a small team 
always working together, under their 
leader. Assign details and projects to a 
team, and let its leader organize how it 
will be done. Similarly, if there is an 
opportunity to send a group off for R &R, 
send whole small teams, not a collection 
of individuals. Use equipment drills, 
physical fitness exercises, and team 
sports to promote mutual reliance and 
closeness within each team, and 
positive competition and respect among 
all teams. These activities can be useful 
to “let off steam”, prevent boredom and 
get new replacements integrated during 
times of low mission activity. Praise and 
reward the teams as well as the 
individual members for their 
performance. 
f. Conduct small team “debriefings” after 
hard actions (in training and in combat). 
Bring the troops together to talk about 
what happened when the situation 
permits, but while the events are still 
fresh in their minds. The purpose is to 
reconstruct what really happened so the 
team benefits from the lessons learned. 
(1) By having everyone retell what he 
saw and did, the “big picture” can be 
seen and agreed upon by everyone. 
Feelings of anger and mistrust may go 
away on their own once the soldier sees 
how things looked to the others. The 
soldier’s natural emotions of loss and 
grief when a buddy gets hit, or guilt 
when he makes a mistake, usually come 
out, too, and can be comforted and put 
into perspective by the rest of the team. 
(2) The leader’s responsibility is to keep 
this a positive learning experience in 
which natural human emotions and 
mistakes, however painful or “bad”, are 
accepted as natural. But the focus must 
always be brought back to the mission, 
and how we can do it better next time. 
g. Bring the whole unit together, when 

the tactical situation permits, for 
formations, meals, award ceremonies 
and other informal occasions which let 
them get to know the members of the 
other teams better. Memorial services 
for the unit’s dead may help the friends 
of that soldier in grieving, provided the 
service is done with sensitivity. Even 
traditional parades and close order drills 
may have a place in letting individuals 
see the whole unit working together. 
h. Impart unit pride and identity by 
educating the soldiers in the history of 
the small unit, its parent units, the 
branch of service and the Army. Don’t 
just tell about easy successes. Know 
and retell stories which honor historical 
examples of soldiers and units (as much 
like yours as possible) who showed 
initiative, endurance and resilience, 
whobounced back from defeat, who 
overcame heavy odds, or whose self-
sacrifice led to eventual triumph of the 
higher cause. 
i Encourage unit-centered social 
interaction outside duty hours (in 
garrison or in a combat theater where 
you are on a 12 hours on/12 hours off 
duty cycle). Do monitor these activities 
to discourage drug or alcohol abuse 
(which tense soldiers may want to use 
to “unwind”), inappropriate 
fraternization, or breaking up into 
cliques or interest groups which exclude 
or pick on other unit members. 
Stabilize the Home Front  
Take action to protect soldiers from 
those “home front” problems that are 
often the hidden “cause” of the battle 
fatigue casualty. In garrison, involve the 
soldiers’ families in unit social activities 
and teach them about the unit’s mission 
and history to include them in the sense 
of unit cohesion. Help soldiers prepare 
themselves and their families for the 
disruption and stress of a rapid 
deployment. Know their personal 
backgrounds as well as their military 
skills. Help them use Army and civilian 
support services when available and 
draw moral support from the unit. The 
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unit or post Chaplains and mental health 
team are also valuable resources. 
a. Worrying about what is happening 
back home distracts soldiers from 
focusing their psychological defenses on 
the combat stressors. It creates internal 
conflict over performing their combat 
duty and perhaps not surviving to 
resolve the uncertainties. An Israeli 
study found this to be the strongest 
factor which distinguished between 
soldiers who 
became “battle shock” casualties and 
others who were decorated for heroic 
acts. 
b. The home front problem may be a 
negative one—a dear John letter, a sick 
parent or child, or bad debts. Or it 
may be something positive — just 
married or just became a parent. All 
soldiers face potential problems and 
uncertainties on the home front if the 
conflict lacks popular support at home. 
c. Rapid mobilization and deployment 
can create home front problems for both 
Active Component and Reserve 
Component soldiers. This is especially 
true if the soldier has noncombatant 
family members in the combat zone who 
must be under the NEO plan. This 
turmoil must be reduced by prior 
planning which has been communicated 
to and practiced with the family. 
 

Assume Physical Fitness 
a. Physical fitness programs are useful 
in promoting unit cohesion, but they are 
also important in themselves as 
protection against battle fatigue. Being 
super fit is not a guarantee against 
disabling battle fatigue, but it does 
increase self-confidence (and the 
confidence of buddies), and delays the 
onset of muscular fatigue. Not being 
physically fit is an invitation for it. 
Sudden overuse of a cardiovascular 
system, muscles, joints and bones that 
have not been prepared for the strain 
can lead to immediate failure and 
serious injury. Even if these are 
avoided, the person will be subject to 

days of stiffness, aching and weakness. 
During this time, unfit soldiers are at 
very high risk for battle fatigue even if 
further 
demands aren’t made on them. 
b. Assure that everyone in the unit has 
not only aerobic fitness (endurance) but 
also the necessary muscle strength 
in the parts of the body which they will 
use in their combat role. They also need 
callouses in the right places so they 
don’t get blisters, and the necessary 
flexibility and agility for the tasks to be 
done. 
 
Conduct Tough, Realistic Training 
a. A soldier’s ability to withstand stress 
is increased by a realistic sense of 
confidence. Confidence in his own 
ability, in his leadership, and in his 
equipment plays a role. This confidence 
is obtained initially through tough, 
realistic training and later through 
success on the battlefield. This is as 
important for Combat Service Support 
troops as it is for the Combat Arms. 
b. “Tough” means hard work and 
continuous operations under unpleasant 
weather conditions. “Realistic” means as 
similar to the combat mission and 
combat environments as possible, 
Including the noise, confusion, delays, 
setbacks and simulated danger. Seek 
out challenging and difficult 
environments in training, to increase the 
unit’s skills and confidence. 
c. It is essential that the final result be 
success, not failure. Use the tough, 
realistic training to achieve the following 
specific objectives: 
d. Learn each soldier’s strengths and 
weaknesses. Maximize those strengths 
while learning how to minimize the 
weakness. Identify which are the truly 
key combat mission tasks. Identify the 
best qualified soldiers to perform those 
key tasks. Then cross train additional 
soldiers to proficiency so that every key 
task can be performed by several good 
soldiers. 
e.  Talk frankly about the possibility of 
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casualties in combat, and of team 
members being killed. Train junior 
leaders to take over when senior 
leaders need sleep or if they become 
casualties. Talk together within the unit 
about 
possible loss of leaders and comrades. 
It will happen in war (even in Combat 
Service Support units) and must not 
come as a surprise. 
f. Practice casualty care and evacuation 
routinely. Have everyone know basic 
life-saving self Aid/buddy Aid. 
Select the best soldiers for additional 
“combat lifesaver training”. Practice this, 
and also practice realistic use of any 
assigned medical personnel and 
evacuation of casualties and part of any 
combat exercise. Practice self 
Aid/buddy Aid techniques for battle 
fatigue, too. If you can occasionally get 
“moulage kits” to make soldiers appear 
to have serious 
battle wounds, this will help harden your 
soldiers even better to face the real 
sights of battle. 
g. Practice both “sleep logistics” (a 
flexible plan by which everyone gets 
sufficient sleep) and Counter-Fatigue 
Measures to use when soldiers must 
continue to work or fight without enough 
sleep. Sleep deprivation is not 
necessaryto have battle fatigue, but 
whenever present, it can be a major 
contributing factor. The sleep deprived 
soldier or leader has difficulty thinking 
and reasoning, and becomes easily 
confused and overly suggestible. 
Pessimistic thinking takes hold, and 
everything seems difficult. Sleep loss 
alone can cause the tired brain to see 
things which aren’t there (visual 
hallucinations) or to perceive things 
which are there as something totally 
different. When anxiety and vigilance 
are added, the soldier may be 
temporarily unable to distinguish 
between reality and what he fears. 
Normal physical symptoms of stress 
become magnified into disabling 
illnesses. 

(1) If the mission permits, allow 
everyone 6-10 hours of sleep per 24 
hours, preferably but not necessarily in 
one block. If that is impossible, try to 
give everyone a minimum of 4 hours in 
24, and those with critical mental and 
vigilance tasks 6 hours. 
(2) Assure good sleep before periods of 
sustained operations. Have everyone 
catnap during sustained operations, but 
plan for slow awakening of those who 
have key mental tasks. Have everyone 
catch up on sleep after going without. 
 
Conserve the Well-Being of the 
Troops 
a. Ensure the best water, food, 
equipment, shelter, sanitation and sleep 
possible under the circumstances of the 
mission. In training, it may be important 
to seek out stress and discomfort. In 
combat, never waste the strength of the 
soldiers for nothing, because there will 
be many occasions when it will be 
necessary to accept hardship to gain the 
advantage. When this happens, explain 
to the troops why the hardship is 
necessary. 
b. Dehydration deserves special 
mention because it can be very subtle. 
A stressed soldier under battlefield or 
heavy 
work conditions can become very 
dehydrated without feeling thirsty. An 
insufficient circulation of thick, 
dehydrated blood is less able to carry 
oxygen to the brain and muscles. This 
results in “instant battle fatigue”. COL 
(later BG) S.L.A. Marshall, the U.S. 
Army historian who pioneered the 
technique of interviewing combat teams 
while the battle was still going on, 
discovered that in himself during his first 
exploratory mission on Kwajalein in 
World War II. Marshall was a man who 
was literally  “fearless”, so this came as 
a surprise to him. He summarized the 
lesson by writing, “No one ever told me 
that him. He summarized the lesson by 
writing, “No one ever told me that 
dehydration caused cowardice in its 
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more abject form.” 
c. Poor diet and hygiene are common, if 
not inevitable, in combat, and tend to 
lower ones’ energy level and sense 
of being alert and “human”. Low-grade 
environmental or stress-related illnesses 
further sap the soldiers’ strength and 
confidence. Chronic diarrhea, the slight 
fever from malaria or virus, the skin 
infection that doesn’t heal, can make 
soldiers easily exhausted and 
demoralized, setting them up for battle 
fatigue. 
 
Keep Information Flowing 
a. Keep the troops well-informed of their 
goals, the situation, and how they are 
doing. Do not conceal unpleasant 
possibilities, but put dangers in the 
perspective of how the team will 
overcome them. Do not give unrealistic 
reassurances, since failure of expected 
support increases battle fatigue. 
 
Closing Statement 
 In combat, battle fatigue is inevitable, 
but battle fatigue casualties are not. 
History shows that highly trained and 
cohesive units have had fewer than one 
such casualty for every ten wounded in 
action, even in very heavy fighting. This 
is significantly less than the usual one 
per four or five. By knowing what factors 
in the tactical and overall situation 
Increase battle fatigue, leaders, buddies 
and the individual soldier can take 
action to share the burden, resolve the 
internal conflict of motives and reduce 
the stress. By tough, realistic training 
which builds confidence, and 
by caring for each other in combat, we 
can overcome the stressors of the 
AirLand Battlefield. 
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Student Handout 1 
 

 
 This student handout contains the Advance Sheet. 
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STUDENT HANDOUT 1 
 

Advance Sheet  
 
 

Lesson Hours   This lesson consists of two hours of small group instruction. 
 

 
 
Overview During this lesson you will learn how to support your commander by participating in 

search and seizures. 
 

 
Learning 
Objective 

Terminal Learning Objective (TLO)  

  
Action: Conduct search and seizure. 
Conditions: Given barracks, soldiers, and authority from your commander. 
Standard: Conducts probable and non-probable cause searches and 

seizures, inventories, and inspections within the commander’s 
guidance and IAW FM 27-1, FM 19-10, and MCM. 

 
 

 ELO A    Inform soldiers of their rights. 
ELO B    Determine the scope of an authorized search. 
ELO C    Conduct searches with probable cause. 
ELO D    Conduct searches with out probable cause. 
ELO E    Conduct inventories. 
ELO F    Conduct inspections. 
 

  
Assignment The student assignments for this lesson are: 

 
• Read SH-2 
• Read SH-3 
• Read SH-4 
 

 
Additional 
Subject Area    None 
Resources 
 
 
Bring to Class 

 
You must bring the following materials to class: 
 

•  All reference material received 
• Pencil or pen and writing paper 
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Student Handout 2 
 

 
 This student handout contains an extract from Manual for Courts-Martial. 
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STUDENT HANDOUT 2 
 

                MANUAL 

FOR 
COURTS-MARTIAL 
UNITED STATES 
(2002 EDITION) 

 
 

 
 
 
 
 
 
 
The 2000 Edition of the MCM is a complete revision of the 1984 MCM incorporating all 
Executive Orders (EO) through 6 Oct 1999 (EO 12473 promulgating the 1984 MCM; EO 
12484, 15 Nov 84; EO 12550, 19 Feb 86; EO 12586, 3 Mar 87; EO 12708, 23 Mar 90; 
EO 12767, 27 Jun 91; EO 12888, 23 Dec 93; EO 12936, 10 Nov 94: EO 12960, 12 May 
95: EO 13086, 27 May 98; EO 13140, 6 Oct 99). Copies of each Executive Order can 
be found in Appendix 25.



 

SH-2-3 

PART III 
MILITARY RULES OF EVIDENCE 

 
SECTION I 

GENERAL PROVISIONS
Rule 101. Scope 

 
( a ) Applicability . These rules are applicable in 
courts-martial, including summary courts-martial, 
to the extent and with the exceptions stated in 
Mil. R.Evid. 1101. 
(b) Secondary Sources. If not otherwise 
prescribed in this Manual or these rules, and 
insofar as practicable and not inconsistent with or 
contrary to the code or this Manual, courts-
martial shall apply: 
(1) First, the rules of evidence generally 
recognized in the trial of criminal cases in the 
United States district courts; and 
( 2 ) Second , when not in consistent with sub -
division(b)(1), the rules of evidence at common 
law. 
(c) Rule of construction. Except as otherwise pro-
vided in these rules, the term “military judge” 
 include the president of a special court - martial 
without a military judge and a summary court- 
martial officer. 
 
Rule 102. Purpose and construction 
 
These rules shall be construed to secure fairness 
in administration action , elimination of 
unjustifiable expense and delay, and promotion 
of growth and development of the law of 
evidence to the end that the truth may be 
ascertained and proceedings justly determined. 
 
Rule 103. Ruling on evidence 
(a) Effect of erroneous ruling. Error may not be 
predicated upon a ruling which admits or 
excludes evidence unless the ruling materially 
prejudices a substantial right of a party, and 
 
(1) Objection. In case the ruling is one admitting 
evidence, a timely objection or motion to strike 
appears of record, stating the specific ground of 
objection, if the specific ground was not apparent 
from the context; or 
 
(2) Offer of proof. In case the ruling is one 
excluding evidence, the substance of the 
evidence was made known to the military judge 
by offer or was apparent from the context within 
which questions were asked. 
 

The standard provided in this subdivision does 
not apply to errors involving requirements 
imposed by the Constitution of the United States 
as applied to members of the armed forces 
except insofar as the error arises under these 
rules and this subdivision provides a standard 
that is more advantageous to the accused than 
the constitutional standard. 
(b) Record of offer and ruling. The military judge 
may add any other or further statement which 
shows the character of the evidence, the form in 
which it was offered , the objection mad e , and 
the ruling there on. The military judge may direct 
the making of an offer in question and answer 
form. 
(c) Hearing of members. In a court-martial com-
posed of a military judge and members, 
proceedings shall be conducted, to the extent 
practicable, so as to prevent inadmissible 
evidence from being suggested to the members 
by any means, such as making statements or 
offers of proof or asking questions in the hearing 
of the members. 
(d) Plain error. Nothing in this rule precludes 
taking notice of plain errors that materially 
prejudice substantial rights although they were 
not brought to the attention of the military judge. 
Rule 104. Preliminary questions 
(a) Questions of admissibility generally. 
Preliminary questions concerning the 
qualification of a person to be a witness, the 
existence of a privilege, the admissibility of 
evidence, an application for a continuance, or the 
availability of a witness shall be determined by 
the military judge. In making these 
determinations the military judge is not bound by 
the rules of evidence except those with respect 
to privileges. 
( b ) Relevancy conditioned on fact.. W h e n t h 
e relevancy of evidence depends upon the 
fulfillment of a condition of fact, the military judge 
shall admit it upon, or subject to, the introduction 
of evidence sufficient to support a finding of the 
fulfillment of the condition. A ruling on the 
sufficiency of evidence to support a finding of 
fulfillment of a condition of fact is the sole 
responsibility of the military judge, except where 
these rules or this Manual provide expressly to  
the contrary.
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( c ) Hearing of members.  Except in cases tried 
before a special court - martial without a military 
judge, hearings on the admissibility of 
statements of an accused under Mil. R. Evid. 
301–306 shall in all cases be conducted out of 
the hearing of the members. Hearings on other 
preliminary matters shall be so conducted when 
the interests of justice require or, when an 
accused is a witness, if the accused so 
requests. 
(d) Testimony by accused. The accused does 
not, by testifying upon a preliminary matter, 
become subject to cross-examination as to other 
issues in the case. 
(e) Weight and credibility. This rule does not limit 
the right of a party to introduce before the 
members evidence relevant to weight or 
credibility. 
 
Rule 105. Limited admissibility 
When evidence which is admissible as to one 
party or for one purpose but not admissible as to 
another party or for another purpose is admitted, 
themilitary judge, upon request, shall restrict the 
evidence to its proper scope and instruct the 
members accordingly. 
 
Rule 106. Remainder of or related writings 
or recorded statements 
When a writing or recorded statement to part 
there of is introduced by a party, an adverse 
party may require that party at that time to 
introduce any other part or any other writing or 
recorded statement which ought in fairness to be 
considered contemporaneously with it. 
 
                          SECTION II 
JUDICIAL NOTICE 
Rule 201. Judicial notice of adjudicative 
facts 
(a) Scope of rule. This rule governs only judicial 
notice of adjudicative facts. 
(b) Kinds of facts. A judicially noticed fact must 
be one not subject to reasonable dispute in that 
it is either (1) generally known universally, 
locally, or in the area pertinent to the event or (2) 
capable of accurate a n d r e a d y determination 
by resort to sources whose accuracy cannot 
reasonably be questioned. 
( c ) W hen discretionary . The military judge  
may  
 
 
 
 

take judicial notice, whether requested or not. 
The parties shall be informed in open court 
when, with-out being requested, the military 
judge takes judicial notice of an adjudicative fact 
essential to establishing an element of the case. 
(d) When mandatory. The military judge shall 
take judicial notice if requested by a party and 
supplied with the necessary information. 
( e ) Opportunity to be heard. A party is entitled 
upon timely request to an opportunity to be 
heard as to the propriety of taking judicial notice 
and the tenor of the matter noticed. In the 
absence of prior notification, the request may be 
made after judicial notice has been taken. 
(f) Time of taking notice. Judicial notice may be 
taken at any stage of the proceeding. 
(g) Instructing members. The military judge shall 
instruct the members that they may, but are not 
required to, accept as conclusive any matter 
judicially noticed. 
Rule 201A. Judicial notice of law 
(a) Domestic law. The military judge may take 
judicial notice of domestic law. Insofar as a 
domestic law is a fact that is of consequence to 
the determination of the action, the procedural 
requirements of 
Mil. R. Evid. 201—except Mil. R. Evid. 201(g)— 
apply. 
(b) Foreign law. A party who intends to raise an 
issue concerning the law of a foreign country 
shall give reasonable written notice. The military 
judge, in determining foreign law, may consider 
any relevant material or source including 
testimony whether or not submitted by a party or 
admissible under these rules. Such a 
determination shall be treated as a ruling on a 
question of law. 
 
                           SECTION III 
EXCLUSIONARY RULES AND RELATED 
MATTERS CONCERNING SELF-
INCRIMINATION, SEARCH AND SEIZURE, 
AND EYEWITNESS IDENTIFICATION 
 
Rule 301. Privilege concerning compulsory 
self-incrimination 
 
(a) General rule. The privileges against self-

incrimination provided by the Fifth 
Amendment to the Constitution of the United 
States and Article 31 are 
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applicable only to evidence of a testimonial or 
communicative nature. The privilege most beneficial 
to the individual asserting the privilege shall be 
applied. 
 
(b) Standing. 
 
(1) In general. The privilege of a witness to re-fuse 
to respond to a question the answer to which may 
tend to incriminate the witness is a personal one 
that the witness may exercise or waive at the 
discretion of the witness. 
 
(2) Judicial advice. If a witness who is apparently 
uninformed of the privileges under this rule appears 
likely to incriminate himself or herself, the military 
judge should advise the witness of the right to de-
cline to make any answer that might tend to 
incriminate the witness and that any self - 
incriminating answer the witness might make can 
later be used as evidence against the witness. 
Counsel for any party or for the witness may 
request the military judge to so advise a witness 
provided that such a request is made out of the 
hearing of the witness and, except in a special 
court-martial without a military judge, the members. 
Failure to so advise a witness does not make the 
testimony of the witness inadmissible. 
 
(c) Exercise of the privilege. If a witness states that 
the answer to a question may tend to incriminate 
him or her, the witness may not be required to 
answer unless facts and circumstances are such 
that no answer the witness might make to the 
question could have the effect of tending to 
incriminate the witness or that the witness has, with 
respect to the question, waived the privilege against 
self-incrimination. A witness may not assert the 
privilege if the witness is not subject to criminal 
penalty as a result of an answer by reason of 
immunity, running of the statute of limitations, or 
similar reason. 
 
(1) Immunity generally. The minimum grant of 
immunity adequate to overcome the privilege is that 
which under either R.C.M. 704 or other proper 
authority provides that neither the testimony of the 
witness nor any evidence obtained from that 
testimony may be used against the witness at any 
subsequent trial other than in a prosecution for 
perjury, false swearing, the making of a false official 
statement, or failure to comply with an order to 
testify after the military judge has ruled that the 
privilege may not be asserted by reason of 
immunity. 
(2) Notification of immunity or leniency. When a 
prosecution witness before a court-martial has been 

granted immunity or leniency in exchange for 
testimony, the grant shall be reduced to writing and 
shall be served on the accused prior to arraignment 
or within a reasonable time before the witness 
testifies. 
If notification is not made as required by this rule, 
the military judge may grant a continuance until 
notification is made, prohibit or strike the testimony 
of the witness, or enter such other order as may be 
required. 
 
(d) Waiver by a witness. A witness who answers a 
question without having asserted the privilege 
against self-incrimination and thereby admits a self-
incriminating fact may be required to disclose all 
information relevant to that fact except when there 
is a real danger of further self-incrimination. This 
limited waiver of the privilege applies only at the 
trial in which the answer is given, does not extend 
to a rehearing or new or other trial, and is subject to 
Mil.R. Evid. 608(b). 
 
(e) Waiver by the accused. When an accused 
testifies voluntarily as a witness, the accused 
thereby waives the privilege against self-
incrimination with respect to the matters concerning 
which he or she so testifies. If the accused is on 
trial for two or more offenses and on direct 
examination testifies concerning the issue of guilt or 
innocence as to only one or 
some of the offenses, the accused may not be 
cross-examined as to guilt or innocence with 
respect to the other offenses unless the cross-
examination is relevant to an offense concerning 
which the accused has testified. This waiver is 
subject to Mil. R. Evid. 
608(b). 
 
(f) Effect of claiming the privilege. 
(1) Generally. The fact that a witness has asserted 
the privilege against self-incrimination in refusing to 
answer a question cannot be considered as raising 
any inference unfavorable to either the accused or 
the government. 
(2) On cross-examination. If a witness asserts the 
privilege against self-incrimination on cross-
examination, the military judge, upon motion, may 
strike the direct testimony of the witness in whole or 
in part, unless the matters to which the witness 
refuses to testify are purely collateral. 
(3) Pretrial. The fact that the accused during official 
questioning and in exercise of rights under the 
Fifth Amendment to the Constitution of the United 
States or Article 31, remained silent, refused to 
answer a certain question, requested counsel, or re-



 
 
 
 

 
 

SH-2-6 

quested that the questioning be terminate 
disinadmissible against the accused. 
(g) Instructions. When the accused does not testify 
at trial, defense counsel may request that the mem-
bers of the court be instructed to disregard that fact 
and not to draw any adverse inference from it. De-
fense counsel may request that the members not 
be so instructed. Defense counsel’s election shall 
be binding upon the military judge except that the 
military judge may give the instruction when the 
instruction is necessary in the interests of justice. 
 
Rule 302. Privilege concerning mental 
examination of an accused 
 
(a) General rule. The accused has a privilege to 
prevent any statement made by the accused at a 
mental examination ordered under R.C.M. 706 and 
any derivative evidence obtained through use of 
such a statement from being received into evidence 
against the accused on the issue of guilt or 
innocence or during sentencing proceedings. This 
privilege may be claimed by the accused 
notwithstanding the fact that the accused may have 
been warned of the rights provided by Mil. R. Evid. 
305 at theexamination. 
 
(b) Exceptions. 
 
(1) There is no privilege under this rule when the 
accused first introduces into evidence such state-
ments or derivative evidence. 
 
(2) An expert witness for the prosecution may 
testify as to the reasons for the expert’s conclusions 
and the reasons there for as to the mental state of 
the accused if expert testimony offered by the 
defense as to the mental condition of the accused 
has been received in evidence, but such testimony 
may not extend to statements of the accused 
except as pro-vided in (1). 
(c) Release of evidence. If the defense offers expert 
testimony concerning the mental condition of the 
accused, the military judge, upon motion, shall 
order the release to the prosecution of the full 
contents, other than any statements made by the 
accused, of any report prepared pursuant to R.C.M. 
706. If the defense offers statements made by the 
accused at such examination, the military judge 
may upon motion order the disclosure of such 
statements made by the accused and contained in 
the report as may be necessary in the interests of 
justice. 
( d ) Noncompliance by the accused. The military 
judge may prohibit an accused who refuses to 
cooperate in mental examination authorize under 

R.C.M. 706 from presenting any expert medical 
testimony as to any issue that would have been the 
subject of the mental examination. 
 
(e) Procedure. The privilege in this rule may be 
claimed by the accused only under the procedure 
set forth in Mil. R. Evid. 304 for an objection or a 
motion to suppress. 
 
Rule 303. Degrading questions 
No person may be compelled to make a statement 
or produce evidence before any military tribunal if 
the statement or evidence is not material to the 
issue and may tend to degrade that person. 
 
Rule 304. Confessions and admissions 
(a) General rule. Except as provided in subsection 
(b), an involuntary statement or any derivative evi-
dence there from may not be received in evidence 
against an accused who made the statement if the 
accused makes a timely motion to suppress or an 
objection to the evidence under this rule. 
 
(b) Exceptions. 
 
(1) Where the statement is involuntary only in 
terms of noncompliance with the requirements of 
Mil. R. Evid. 305(c) or 305(f), or the requirements 
concerning counsel under M i l . R . E v i d . 3 0 5  
( d ) , 305(e), and 305(g), this rule does not prohibit 
use of the statement to impeach by contradiction 
the in-court testimony of the accused or the use of 
such statement in a later prosecution against the 
accused for perjury, false swearing, or the making 
of a false official statement. 
 
(2) Evidence that was obtained as a result of an 
involuntary statement may be used when the evi-
dence would have been obtained even if the 
involuntary statement had not been made. 
( 3 ) Derivative evidence . Evidence that challenge 
under this rule as derivative evidence may be 
admitted against the accused if the military judge 
finds by a preponderance of the evidence that the 
statement was made voluntarily, that the evidence 
was not obtained by use of the statement, or that 
the evidence would have been obtained even if the 
statement had not been made. 
 
(c) Definitions. As used in these rules: 
 

(1) Confession. A “confession” is an acknowledg-
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ment of guilt. 
(2) Admission. An “admission” is a self-incriminating 
statement falling short of an acknowledgment 
of guilt, even if it was intended by its maker to be 
exculpatory. 
 
(3) Involuntary. A statement is “involuntary” if it 
is obtained in violation of these self-incrimination 
privilege or due process clause of the Fifth 
Amendment to the Constitution of the United 
States, Article31, or through the use of coercion, 
unlawful influence, or unlawful inducement. 
 
(d) Procedure. 
 
(1) Disclosure. Prior to arraignment, the prosecution 
shall disclose to the defense the contents of all 
statements, oral or written, made by the accused 
that are relevant to the case, known to the trial 
counsel, and within the control of the armed forces. 
 
(2) Motions and objections. 
 
(A) Motions to suppress or objections under 
this rule or Mil. R. Evid. 302 or 305 to statements 
that have been disclosed shall be made by the de-
fense prior to submission of a plea. In the absence 
of such motion or objection, the defense may not 
raise the issue at a later time except as permitted 
by the military judge for good cause shown. Failure 
to so move or object constitutes a waiver of the 
objection. 
(B) If the prosecution intends to offer against 
the accused a statement made by the accused that 
was not disclosed prior to arraignment, the prosecu-
tion shall provide timely notice to the military judge 
and to counsel for the accused. The defense may 
enter an objection at that time and the military judge 
may make such orders as are required in the 
interests of justice. 
(C) If evidence is disclosed as derivative evidence 
under this subdivision prior to arraignment, 
any motion to suppress or objection under this rule 
or Mil. R. Evid. 302 or 305 shall be made in accord-
ance with the procedure for challenging a statement 
under (A). If such evidence has not been so dis-
closed prior to arraignment, the requirements of (B) 
apply. 
(3) Specificity. The military judge may require 
the defense to specify the grounds upon which the 
defense moves to suppress or object to evidence. If 
defense counsel, despite the exercise of due dili-
gence, has been unable to interview adequately 
those persons involved in the taking of a statement, 
the military judge may make any order required in 
the 

interests of justice, including authorization for the 
defense to make a general motion to suppress or 
general objection. 
(4) Rulings. A motion to suppress or an objection 
to evidence made prior to plea shall be ruled upon 
prior to plea unless the military judge, for good 
cause, orders that it be deferred for determination 
at 
trial, but no such determination shall be deferred if a 
party’s right to appeal the ruling is affected 
adversely. Where factual issues are involved in 
ruling upon 
such motion or objection, the military judge shall 
state essential findings of fact on the record. 
(5) Effect of guilty plea. Except as otherwise 
expressly provided in R . C . M . 9 1 0 ( a ) ( 2 ) , a p 
l e a o f guilty to an offense that results in a finding 
of guilty waives all privileges against self-
incrimination and all motions and objections under 
this rule with  respect to that offense regardless of 
whether raised prior to plea. 
(e) Burden of proof. When an appropriate motion or 
objection has been made by the defense under this 
rule, the prosecution has the burden of establishing 
the admissibility of the evidence. When a specific 
motion or objection has been required under 
subdivision (d)(3), the burden on the prosecution 
extends 
only to the grounds upon which the defense moved 
to suppress or object to the evidence. 
(1) In general. The military judge must find by a 
preponderance of the evidence that a statement by 
the accused was made voluntarily before it may be 
received into evidence. When trial is by a special 
court-martial without a military judge, a 
determination by the president of the court that a 
statement was made voluntarily is subject to 
objection by any member of the court. When such 
objection is made, it shall be resolved pursuant to 
R.C.M. 801(e)(3)(C). 
(2) Weight of the evidence. If a statement is 
admitted into evidence, the military judge shall 
permit the defense to present relevant evidence 
with respect to the voluntariness of the statement 
and shall instruct the members to give such weight 
to the state-me n t a s i t d e s e r v e s u n d e r a l l 
t h e c i r c u m s t a n c e s . When trial is by 
military judge without members, the military judge 
shall determine the appropriate weight to give the 
statement. 
( 3 ) Derivative evidence . Evidence that is 
challenged under this rule as derivative evidence 
may be admitted against the accused if the military 
judge finds by a preponderance of the evidence that 
the statement was made voluntarily, that the 
evidence
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was not obtained by use of the statement, or that 
the evidence would have been obtained even if the 
statement had not been made. 
(f) Defense evidence. The defense may present evi-
dence relevant to the admissibility of evidence as to 
which there has been an objection or motion to sup-
pressunder this rule. An accused may testify for the 
limited purpose of denying that the accused made 
the statement or that the statement was made 
voluntarily. Prior to the introduction of such 
testimony by the accused, the defense shall inform 
the military judge that the testimony is offered under 
this subdivision. When the accused testifies under 
this subdivision, the accused may be cross-
examined only as to the matter on which he or she 
testifies. Nothing said by the accused on either 
direct or cross-examination may be used against 
the accused for any purpose other than in a 
prosecution for perjury, false swearing, or the 
making of a false official statement. 
(g) Corroboration. An admission or a confession of 
the accused may be considered as evidence 
against the accused on the question of guilt or 
innocence only if independent evidence, either 
direct or circumstantial, has been introduced that 
corroborates the essential facts admitted to justify 
sufficiently an inference of their truth. Other 
uncorroborated confessions or admissions of the 
accused that would themselves require 
corroboration may not be used to supply this 
independent evidence. If the independent evidence 
raises an inference of the truth of some but not all 
of the essential facts admitted, then the confession 
or admission may be considered as evidence 
against the accused only with respect to those 
essential facts stated in the confession or 
admission that are corroborated by the independent 
evidence. Corroboration is not required for a 
statement made by the accused before the court by 
which the accused is being tried, for statements 
made prior to or contemporaneously with the act, or 
for statements offered under a rule of evidence 
other than that pertaining to the admissibility of 
admissions or confessions. 
(1) Quantum of evidence needed. The independent 
evidence necessary to establish corroboration need 
not be sufficient of itself to establish beyond a 
reasonable doubt the truth of facts stated in the  
admission o r confession . The  independent  
evidence need raise only an inference of the truth of 
the essential facts admitted. The amount and type 
of evidence introduced as corroboration is a factor 
to be considered by the trier of fact in determining  
the weight, if any, to be given to the admission or 
confession. 
 

(2) Procedure. The military judge alone shall 
determine when adequate evidence of 
corroboration has been received. Corroborating 
evidence usually is to be introduced before the 
admission or confession is introduced but the 
military judge may admit evidence subject to later 
corroboration. 
(h) Miscellaneous. 
(1) Oral statements. A voluntary oral confession 
or admission of the accused may be proved by the 
testimony of anyone who heard the accused make 
it, even if it was reduced to writing and the writing is 
not accounted for. 
(2) Completeness. If only part of an alleged ad-
mission or confession is introduced against the 
accused, the defense , by cross - examination or 
otherwise, may introduce the remaining portions of 
the statement. 
( 3 ) Certain admissions by silence . A person ’ s 
failure to deny an accusation of wrongdoing 
concerning an offense for which at the time of the 
alleged failure the person was under official 
investigation or was in confinement, arrest, or 
custody does not support an inference of an 
admission of the truth of the accusation. 
(4) Refusal to obey order to submit body sub-
stance. 
If an accused refuses a lawful order to submit 
for chemical analysis a sample of his or her blood, 
breath, urine or other body substance, evidence of 
such refusal may be admitted into evidence 
on: 
(A) A charge of violating an order to submit 
such a sample; or 
(B) Any other charge on which the results of 
the chemical analysis would have been admissible. 
 
Rule 305. Warnings about rights 
 
(a) General rule. A statement obtained in violation 
of this rule is involuntary and shall be treated under 
Mil. R. Evid. 304. 
(b) Definitions. As used in this rule: 
(1) Person subject to the code. A “person subject 
to the code” includes a person acting as a knowing 
agent of a military unit or of a person subject to the 
code. 
( 2 ) Interrogation . “ Interrogation ” include any 
formal or informal questioning in which an incrimi-
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nating response either is sought or is a 
reasonable consequence of such questioning. 
( c ) Warnings concerning the accusation, right 
to remain silent, and use of statements. A 
person subject to the code who is required to 
give warnings under Article 31 may not 
interrogate or request any statement from an 
accused or a person suspected of an offense 
without first: 
(1) informing the accused or suspect of the 
nature of the accusation; 
(2) advising the accused or suspect that the 
accused or suspect has the right to remain 
silent; and 
(3) advising the accused or suspect that any 
statement made may be used as evidence 
against the 
accused or suspect in a trial by court-martial. 
(d) Counsel rights and warnings. 
(1) General rule. When evidence of a testimonial 
or communicative nature within the meaning of 
the Fifth Amendment to the Constitution of the 
United States either is sought or is a reasonable 
consequence of an interrogation, an accused or 
a person suspected of an offense is entitled to 
consult with counsel as provided by paragraph 
(2) of this subdivision, to have such counsel 
present at the interrogation, and to be warned of 
these rights prior to the 
interrogation if— 
(A) The interrogation is conducted by a person 
subject to the code who is required to give 
warnings under Article 31 and the accused or 
suspect is in custody, could reasonably believe 
himself or herself to be in custody, or is 
otherwise deprived of his or her freedom of 
action in any significant way; or 
(B) The interrogation is conducted by a person 
subject to the code acting in a law enforcement 
capacity, or the agent of such a person, the 
interrogation is conducted subsequent to the 
preferral of charges, and the interrogation 
concerns the offenses or matters that were the 
subject of the preferral of the charges. 
(2) Counsel. When a person entitled to counsel 
under this rule requests counsel, a judge 
advocate or an individual certified in accordance 
with Article 27(b) shall be provided by the United 
States at no expense to the person and without 
regard to the person’s indigency or lack thereof 
before the interrogation may proceed. In addition 
to counsel supplied by the United States, the 
person may retain civilian counsel at no expense 
to the United States. Unless otherwise provided 

by regulations of the Secretary concerned, an 
accused or suspect does not have a right under 
this rule to have military counsel of his or her 
own selection. 
(e) Presence of Counsel. 
( 1 ) Custodial  interrogation . Absent a valid 
waiver of counsel under subdivision (g)(2)(B), 
when an accused or person suspected of an 
offense is subjected to custodial interrogation 
under circum-stances described under 
subdivision (d)(1)(A) of this rule, and the 
accused or suspect requests counsel, counsel 
must be present before any subsequent 
custodial interrogation may proceed. 
( 2 ) Post –referral interrogation . Absent a valid 
waiver of counsel under subdivision (g)(2)(C), 
when an accused or person suspected of an 
offense is subjected to interrogation under 
circumstances de-scribed in subdivision 
(d)(1)(B) of this rule, and the accused or suspect 
either requests counsel or has an appointed or 
retained counsel, counsel must be present 
before any subsequent interrogation concerning 
that offense may proceed. 
(f) Exercise of rights. 
(1) The privilege against self-incrimination. If a 
person chooses to exercise the privilege against 
self-incrimination under this rule, questioning 
must cease immediately. 
(2) The right to counsel. If a person subjected to 
interrogation under the circumstances described 
in subdivision (d)(1) of this rule chooses to 
exercise the right to counsel, questioning must 
cease until counsel is present. 
(g) Waiver. 
(1) General rule. After receiving applicable 
warnings under this rule, a person may waive 
the rights described therein and in Mil. R. Evid. 
301 and make a statement. The waiver must be 
made freely, knowingly, and intelligently. A 
written waiver is not required. The accused or 
suspect must acknowledge affirmatively that he 
or she understands the rights involved, 
affirmatively decline the right to counsel and 
affirmatively consent to making a statement. 
(2) Counsel. 
      (A) If the right to counsel in subdivision (d) is 
applicable and the accused or suspect does not 
de-cline affirmatively the right to counsel, the 
prosecutionmust demonstrate by a 
preponderance of the evidence that the 
individual waived the right to counsel. 
      (B) If an accused or suspect interrogated  
under 
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circumstances described in subdivision (d)(1)(A) 
re-quests counsel, any subsequent waiver of the 
right to counsel obtained during a custodial 
interrogation concerning the same or different 
offenses is invalid unless the prosecution can 
demonstrate by a preponderance of the 
evidence that— 
(i) the accused or suspect initiated the 
communication leading to the waiver; or 
( ii ) the accused or suspect has no t 
continuously had his or her freedom restricted 
by confinement, or other means, during the 
period between the request for counsel and the 
subsequent waiver. 
(C) If an accused or suspect interrogated under 
circumstances described in subdivision (d)(1)(B) 
re-quests counsel, any subsequent waiver of the 
right to counsel obtained during an interrogation 
concerning the same offenses is invalid unless 
the prosecution can demonstrate by a 
preponderance of the evidence that the accused 
or suspect initiated the communication leading 
to the waiver. 
(h) Nonmilitary interrogations. 
(1) General rule. When a person subject to the 
code is interrogated by an official or agent of the 
United States, of the District of Columbia, or of a 
State, Commonwealth, or possession of the 
United States, or any political subdivision of 
such a State, Commonwealth, or possession, 
and such official or agent is not required to give 
warning under subdivision. 
(c), the person’s entitlement to rights warnings 
and the validity of any waiver of applicable rights 
shall be determined by the principles of law  
generally recognized in the trial of criminal cases 
in the United States district courts involving 
similar interrogations. 
( 2 ) Foreign interrogation s . Neither warnings 
under subdivisions (c) or (d), nor notice to 
counsel under subdivision (e) are required 
during an interrogation conducted abroad by 
officials of a foreign government or their agents 
unless such interrogation is conducted, 
instigated, or participated in by military 
personnel or their agents or by those officials or 
agents listed in subdivision (h)(1). A statement 
obtained during such an interrogation is 
involuntary within the meaning of Mil. R. Evid. 
304(b)(3) if it is obtained through the use of 
coercion, unlawful influence, or unlawful 
inducement. An interrogation is not “participated 
in” by military personnel or their agents or by the 
officials or agents listed in subdivision (h)(1) 

merely because such a person was present at 
an interrogation conducted in a foreign nation 
by officials of a foreign government or their 
agents, or because such a person acted as an 
interpreter or took steps to mitigate damage to 
property or phys-cal harm during the foreign 
interrogation. 
 
Rule 306. Statements by one of several 
accused 
When two or more accused are tried at the 
same trial, evidence of a statement made by one 
of them which is admissible only against him or 
her or only against some but not all of the 
accused may not be received in evidence unless 
all references inculpating an accused against 
whom the statement is inadmissible are deleted 
effectively or the maker of the statement is 
subject to cross-examination. 
 
Rule 311. Evidence obtained from unlawful 
searches and seizures 
(a) General rule. Evidence obtained as a result 
of an unlawful search or seizure made by a 
person acting in a governmental capacity is 
inadmissible against the accused if: 
(1) Objection. The accused makes a timely 
motion to suppress or an objection to the 
evidence under this rule; and 
(2) Adequate interest. The accused had a 
reasonable expectation of privacy in the person, 
place or property searched; the accused had a 
legitimate interest in the property or evidence 
seized when challenging a seizure; or the 
accused would otherwise have grounds to object 
to the search or seizure under the Constitution 
of the United States as applied to members of 
the armed forces. 
(b) Exceptions. 
(1) Evidence that was obtained as a result of an 
unlawful search or seizure may be used to 
impeach by contradiction the in - court testimony 
of the accused. 
(2) Evidence that was obtained as a result of an 
unlawful search or seizure may be used when 
the evidence would have been obtained even if 
such unlawful search or seizure had not been 
made. 
(3) Evidence that was obtained as a result of an 
unlawful search or seizure may be used if: 
    (A) The search or seizure resulted from an 
authorization to search, seize or apprehend 
issued by an individual competent to issue the 
authorization 
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under Mil. R. Evid. 315(d) or from a search 
warrant or arrest warrant issued by competent 
civilian authority; 
   (B) The individual issuing the authorization or 
warrant had a substantial basis for determining 
the existence of probable cause; and 
  (C) The officials seeking and executing the  
authorization or warrant reasonably and with 
good faith relied on the issuance of the 
authorization or warrant. Good faith shall be 
determined on an objective standard. 
(c) Nature of search or seizure. A search or 
seizure is “unlawful” if it was conducted, 
instigated, or participated in by: 
(1) Military personnel. Military personnel or their 
agents and was in violation of the Constitution of 
the United States as applied to members of the 
armed forces, an Act of Congress applicable to 
trials by court-martial that requires exclusion of 
evidence  obtained in violation t h e r e o f , o r 
Mil .R. Evid .312–317; 
(2) Other officials. Other officials or agents of the 
United States, of the District of Columbia, or of a 
State, Commonwealth, or possession of the 
United States or any political subdivision of such 
a State, Commonwealth, or possession and was 
in violation of the Constitution of the United 
States, or is unlawful under the principles of law 
generally applied in the trial of criminal cases in 
the United States districtcourts involving a 
similar search or seizure; or 
(3) Officials of a foreign government. Officials of 
a foreign government or their agents and was 
obtained as a result of a foreign search or 
seizure which subjected the accused to gross 
and brutal maltreatment. A search or seizure is 
not “ participated in” merely because a person is 
present at a search or seizure conducted in a 
foreign nation by officials of a foreign 
government or their agents, or because a 
person acted as an interpreter or took steps to 
mitigate damage to property or physical harm 
during the foreign search or seizure. 
(d) Motions to suppress and objections. 
(1) Disclosure. Prior to arraignment, the 
prosecution shall disclose to the defense all 
evidence seized from the person or property of 
the accused, or believed to be owned by the 
accused, that it intends to offer into evidence 
against the accused at trial. 
(2) Motion or objection. 
(A) When evidence has been disclosed 
undersubdivision (d)(1), any motion to suppress 
or objection under this rule shall be made by the 

defense prior to submission of a plea. In the 
absence of such motion or objection, the 
defense may not raise the issue at a later time 
except as permitted by the military judge for 
good cause shown. Failure to so move or object 
constitutes a waiver of the motion or 
objection. 
(B) If the prosecution intends to offer evidence 
seized from the person or property of the 
accused that was not disclosed prior to 
arraignment, the prosecution shall provide timely 
notice to the military judge and to counsel for the 
accused. The defense may enter an objection at 
that time and the military judge may make such 
orders as are required in the interest of justice. 
(C) If evidence is disclosed as derivative 
evidence under this subdivision prior to 
arraignment, any motion to suppress or 
objection under this rule shall be made in 
accordance with the procedure for challenging 
evidence under (A). If such evidence has not 
been so disclosed prior to arraignment, the 
requirements of (B) apply. 
(3) Specificity. The military judge may require 
the defense to specify the grounds upon which 
the defense moves to suppress or object to 
evidence. If defense counsel, despite the 
exercise of due diligence, has been unable to 
interview adequately those persons involved in 
the search or seizure, the military judge may 
enter any order required by the interests of 
justice , including authorization for the defense 
to make a general motion to suppress or a 
general objection. 
(4) Rulings. A motion to suppress or an 
objection to evidence made prior to plea shall be 
ruled upon prior to plea unless the military judge, 
for good cause, orders that it be deferred for 
determination at the trial of the general issue or 
until after findings, but no such determination 
shall be deferred if a party’s right to appeal the 
ruling is affected adversely. Where factual 
issues are involved in ruling upon such motion 
or objection, the military judge shall state 
essential findings of fact on the record. 
(e) Burden of proof. 
(1) In general. When an appropriate motion or 
objection has been made by the defense under 
subdivision 
(d), the prosecution has the burden of proving 
by a preponderance of the evidence that the evi-
dence was not obtained as a result of an 
unlawful search or seizure, that the evidence 
would have been 
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obtained even if the unlawful search or seizure 
had not been made, or that the evidence was 
obtained by officials who reasonably and with 
good faith relied on the issuance of an 
authorization to search, seize, or apprehend or 
search warrant or arrest warrant. 
( 2 ) Derivative evidence.  Evidence that is 
challenged under this rule as derivative 
evidence may be admitted against the accused 
if the military judge finds by a preponderance of 
the evidence that the evidence was not obtained 
as a result of an unlawful search or seizure, that 
the evidence ultimately would have been 
obtained by lawful means even if the unlawful 
search or seizure had not been made, or that 
the evidence was obtained by officials who 
reasonably and with good faith relied on the 
issuance of an authorization to search, seize or 
apprehend or a search warrant or an arrest 
warrant. Notwithstanding other provisions of this 
Rule, an apprehension made in a dwelling in a 
manner that violates R.C.M. 302 
(d)(2) and (e) does not preclude the admission 
into e v i d e n c e o f a s t a t e m e n t o f a n 
individual apprehended provided (1) that the 
apprehension was based on probable cause, (2) 
that the statement was made subsequent to the 
apprehension at a location outside the dwelling, 
and (3) that the statement was other-wise in 
compliance with these rules. 
(3) Specific motions or objections. When a 
specific motion or objection has been required 
under subdivision (d)(3), the burden on the 
prosecution extends only to the grounds upon 
which the defense moved to suppress or object 
to the evidence. 
(f) Defense evidence. The defense may present 
evidence relevant to the admissibility of 
evidence as to which there has been an 
appropriate motion or objection under this rule. 
An accused may testify for the limited purpose of 
contesting the legality of the search or seizure 
giving rise to the challenged evidence. Prior to 
the introduction of such testimony by the 
accused, the defense shall inform the military 
judge that the testimony is offered under this 
subdivision. When the accused testifies under 
this subdivision, the accused may be cross-
examined only as to the matter on which he or 
she testifies. Nothingsaid by the accused on 
either direct or cross-examination may be used 
against the accused for any purpose other than 
in a prosecution for perjury, false swearing, or 
the making of a false official statement. 

( g ) Scope of motions and objectives 
challenging probable cause.. 
(1) Generally. If the defense challenges 
evidence seized pursuant to a search warrant or 
search authorization on the grounds that the 
warrant or authorization was not based upon 
probable cause , the evidence relevant to the 
motion is limited to evidence concerning the 
information actually presented to or otherwise 
known by the authorizing officer, except as 
provided in paragraph (2). 
(2) False statements. If the defense makes a 
subst a n t i a l p r e l i m i n a r y s h o w i n g t h 
a t a g o v e r n m e n t agent included a false 
statement knowingly and intentionally or with 
reckless disregard for the truth in the information 
presented to the authorizing officer, and if the 
allegedly false statement is necessary to the 
finding of probable cause, the defense, upon 
request, shall be entitled to a hearing. At the 
hearing, the defense has the burden of 
establishing by a preponderance of  the 
evidence the allegation  f knowing and 
intentional falsity or reckless disregard for the 
truth. If the defense meets its burden, the 
prosecution has the burden of proving by a 
preponderance of the evidence, with the false 
information set aside, that the remaining 
information presented to the authorizing officer 
is sufficient to establish probable cause. If the 
prosecution does not meet its burden, the 
objection or motion shall be granted unless the 
search is otherwise lawful under these rules. 
(h) Objections to evidence seized unlawfully. If a 
defense motion or objection under this rule is 
sus-tained in whole or in part, the members may 
not be informed of that fact except insofar as the 
military judge must instruct the members to 
disregard evidence. 
(i) Effect of guilty plea. Except as otherwise ex-p 
r e s s l y p r o v i d e d i n R . C . M . 9 1 0 ( a ) ( 
2 ) , a p l e a o f guilty to an offense that results 
in a finding of guilty waives all issues under the 
Fourth Amendment to the Constitution of the 
United States and Mil. R. Evid. 311-317 with 
respect to the offense whether or not raised prior 
to plea. 
 
Rule 312. Body views and intrusions 
( a ) General rule . Evidence obtained from body 
views and intrusions conducted in accordance 
with this rule is admissible at trial when relevant 
and not otherwise inadmissible under these 
rules.
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(b) Visual examination of the body. 
( 1 ) Consensual . Visual examination of the 
unclothed body may be made with the consent 
of the individual subject to the inspection in 
accordance with Mil. R. Evid. 314(e). 
(2) Involuntary. An involuntary display of the  
unclothed body, including a visual examination 
of body cavities, may be required only if 
conducted in reasonable fashion and authorized 
under the following provisions of the Military 
Rules of Evidence: inspections and inventories 
under Mil. R. Evid. 313; searches under Mil. R. 
Evid. 314(b) and 314(c) if there is a reasonable 
suspicion that weapons, contra-band, or 
evidence of crime is concealed on the body of 
the person to be searched; searches within jails 
and similar facilities under Mil. R. Evid. 314(h) if 
reasonably necessary to maintain the security of 
the institution or its personnel; searches incident 
to lawful apprehension under Mil. R. Evid. 
314(g); emergency searches under Mil .R.  
Evid.3 1 4 ( i ) ; a n d probable cause searches 
under Mil. R. Evid. 315. An examination of the 
unclothed body under this rule should be 
conducted whenever practicable by a per-son 
of the same sex as that of the person being 
examined; provided, however, that failure to 
comply with this requirement does not make an 
examination an unlawful search within the 
meaning of Mil. R. 
Evid. 311. 
(c) Intrusion into body cavities. A reasonable 
non-consensual physical intrusion into the 
mouth, nose, and ears may be made when a 
visual examination of the body under subdivision 
(b) is permissible. Non-consensual intrusions 
into other body cavities may be made: 
(1) For purposes of seizure. When there is a 
clear indication that weapons, contraband, or 
other evidence or crime is present, to remove 
weapons, contraband , or evidence of crime 
discovered under subdivisions (b) and (c)(2) of 
this rule or under Mil.R. Evid. 316(d)(4)(C) if 
such intrusion is made in a reasonable fashion 
by a person with appropriate medical 
qualifications; or 
(2) For purposes of search. To search for 
weapons, contraband, or evidence of crime if 
authorized by a search warrant or search 
authorization under Mil. R. Evid. 315 and 
conducted by a person with appropriate medical 
qualifications. Notwithstanding this rule, a 
search under Mil. R. Evid. 314(h) may be made 
without a search warrant 

or authorization if such search is based on a 
reasonable suspicion that the individual is 
concealing weapons, contraband, or evidence of 
crime. 
(d) Extraction of body fluids. Nonconsensual 
extraction of body fluids, including blood and 
urine, may be made from the body of an 
individual pursuant to a search warrant or a 
search authorization under Mil.R. Evid. 315. 
Nonconsensual extraction of body fluids may be 
made without such warrant or authorization , 
notwithstanding Mil .R. Evid . 315  (g), o n l y 
when there is clear indication that evidence of 
crime will be found and that there is reason to 
believe that the delay that would result if a 
warrant or authorization were sought could 
result in the destruction of the evidence. 
Involuntary extraction of body fluids under this 
rule must be done in a reasonable fashion by a 
person with appropriate medical qualifications. 
(e) Other intrusive searches. Nonconsensual 
intrusive searches of the body made to locate or 
obtain weapons, contraband, or evidence of 
crime and not within the scope of subdivisions 
(b) or (c) may be made only upon search 
warrant or search authorization under Mil. R. 
Evid. 315 and only if such search is conducted 
in a reasonable fashion by a person with 
appropriate medical qualifications and does not 
endanger the health of the person to be 
searched. Compelling a person to ingest 
substances for the purposes of locating the 
property described above or to compel the 
bodily elimination of such property is a search 
within the meaning of this section. Notwith-
standing this rule, a person who is neither a 
suspect nor an accused may not be compelled 
to submit to an intrusive search of the body for 
the sole purpose of obtaining evidence of crime. 
(f) Intrusions for valid medical purposes. Nothing 
in this rule shall be deemed to interfere with the 
lawful authority of the armed forces to take what-
ever action may be necessary to preserve the 
health of a servicemember. Evidence or 
contraband obtained from an examination or 
intrusion conducted for a valid medical purpose 
may be seized and is not evidence obtained 
from an unlawful search or seizure within the 
meaning of Mil. R. Evid. 311. 
(g) Medical qualifications. The Secretary 
concerned may prescribe appropriate medical 
qualifications for persons who conduct searches 
and seizures under this rule. 
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Rule 313. Inspections and inventories in 
the 

armed forces 
(a) General rule. Evidence obtained from 
inspections and inventories in the armed forces 
conducted in accordance with this rule is 
admissible at trial when relevant and not 
otherwise inadmissible under these rules. 
(b) Inspections. An “inspection” is an 
examination of the whole or part of a unit, 
organization, installation, vessel, aircraft, or 
vehicle, including an examination conducted at 
entrance and exit points, conducted as an 
incident of command the primary purpose of 
which is to determine and to ensure the security, 
military fitness, or good order and discipline of 
the unit, organization, installation, vessel, 
aircraft, or vehicle. An inspection may include 
but is not limited to an examination to determine 
and to ensure that any or all of the following 
requirements are met: that the command is 
properly equipped, functioning properly, 
maintaining proper standards of readiness , sea 
o r air worthiness , sanitation and cleanliness, 
and that personnel are present, fit, and ready for 
duty. An inspection also includes an examination 
to locate and confiscate unlawful weapons and 
other contraband. An order to produce body 
fluids, such as urine, is permissible in 
accordance with this rule. An examination made 
for the primary purpose of obtaining evidence for 
use in a trial by court-martial or in other 
disciplinary proceedings is not an inspection 
within the meaning of this rule. If a purpose of an 
examination is to locate weapons or contraband, 
and if: (1) the examination was directed 
immediately following a report of a specific 
offense in the unit, organization, installation, 
vessel, aircraft, or vehicle and was not 
previously scheduled; (2) specific individuals are 
selected for examination; or (3) persons 
examined are subjected to substantially different 
intrusions during the same examination, the 
prosecution must prove by clear and convincing 
evidence that the examination was an inspection 
within the meaning of this rule. Inspections shall 
be con-ducted in a reasonable fashion and shall 
comply with Mil. R. Evid. 312, if applicable. 
Inspections may utilize any reasonable natural 
or technological aid and may be conducted with 
or without notice to those inspected. Unlawful 
weapons, contraband, or other evidence of 
crime located during an inspection may be 
seized. 
(c) Inventories. Unlawful weapons, contraband, 

or other evidence of crime discovered in the 
process of an inventory, the primary purpose of 
which is administrative in nature, may be seized. 
Inventories shall be conducted in a reasonable 
fashion and shall comply with Mil. R. Evid. 312, 
if applicable. An examination made for the 
primary purpose of obtaining evidence for use in 
a trial by court-martial or in other disciplinary 
proceedings is not an inventory within the 
meaning of this rule. 
 
Rule 314. Searches not requiring probable 
cause 
(a) General rule. Evidence obtained from 
reasonable searches not requiring probable 
cause conducted pursuant to this rule is 
admissible at trial when relevant and not other 
wise in admissible under these rules. 
(b) Border searches. Border searches for 
customs or immigration purposes may be 
conducted when authorized by Act of Congress. 
( c ) Searches entry toor exit from United States 
installations, aircraft, and vessels abroad. In 
addition to the authority to conduct inspections 
under  Mil. R. Evid.313 (b), a commander of a 
United States military installation, enclave, or 
aircraft on foreign soil, or in foreign or 
international airspace, or a United States vessel 
in foreign or international waters, may authorize 
appropriate personnel to search persons or the 
property of such persons upon entry to or exit 
from the installation, enclave, aircraft, or vessel 
to ensure the security, military fitness, or good 
order and discipline of the command. Such 
searches may not be conducted at a time or in a 
manner contrary to an express provision of a 
treaty or agreement to which the United States 
is a party. Failure to comply with a treaty or 
agreement, however, does not render a search 
unlawful within the meaning of Mil. R. Evid. 311. 
A search made for the primary purpose of 
obtaining evidence for use in a trial by court-
martial or other disciplinary proceeding is not 
authorized by this subdivision. 
(d) Searches of government property. 
Government property may be searched under 
this rule unless the person to whom the property 
is issued or assigned has a reasonable 
expectation of privacy therein at the time of the 
search. Under normal circumstances, a person 
does not have a reasonable expectation of 
privacy in government property that is not issued 
forpersonal use. Wall or floor lockers in living 
quarters issued for the purpose of storing 
personal posse
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sions normally are issued for personal use; but 
the determination as to whether a person has a 
reasonable expectation of privacy in government 
property issued for personal use depends on the 
facts and circumstances at the time of the search. 
(e) Consent searches. 
(1) General rule. Searches may be conducted of 
any person or property with lawful consent. 
(2) Who may consent. A person may consent to a 
search of his or her person or property, or both, 
unless control over such property has been given 
to another. A person may grant consent to search 
property when the person exercises control over 
that property. 
(3) Scope of consent. Consent may be limited in 
any way by the person granting consent, including 
limitations in terms of time, place, or property and 
may be withdrawn at any time. 
(4) Voluntariness. To be valid, consent must be 
given voluntarily. Voluntariness is a question to be 
determined from all the circumstances. Although a 
person’s knowledge of the right to refuse to give 
consent is a factor to be considered in 
determining voluntariness , the prosecution is not 
required to demonstrate such knowledge as a 
prerequisite to establishing a voluntary consent. 
Mere submission to the color of authority of 
personnel performing law enforcement duties or 
acquiescence in an announced or indicated 
purpose to search is not a voluntary consent. 
(5) Burden of proof. Consent must be shown by 
clear and convincing evidence. The fact that a 
per-son was in custody while granting consent is a 
factor to be considered in determining the 
voluntariness of consent, but it does not affect the 
burden of proof. 
(f) Searches incident to a lawful stop. 
( 1 ) Stops . A person authorized to apprehend 
under R.C.M. 302(b) and others performing law 
enforcement duties may stop another person 
temporarily when the person making the stop has 
information or observes unusual conduct that 
leads him or her reasonably to conclude in light of 
his or her experience that criminal activity may be 
afoot. The purpose of the stop must be 
investigatory in nature. 
(2) Frisks. When a lawful stop is performed, the 
person stopped may be frisked for weapons when 
that person is reasonably believed to be armed 
and presently dangerous. Contraband or evidence 
located in the process of a lawful frisk may be 
seized. 
 
 
 

( 3 ) Motor vehicles . When a person lawfully 
stopped is the driver or a passenger in a motor 
vehicle, the passenger compartment of the vehicle 
may be searched for weapons if the official who 
made the stop has a reasonable belief that the 
person stopped is dangerous and that the person 
stopped may gain immediate control of a weapon. 
(g) Searches incident to a lawful apprehension. 
(1) General rule. A person who has been lawfully 
apprehended may be searched. 
(2) Search for weapons and destructible evidence. 
A search may be conducted for weapons or 
destructible evidence, in the area within the 
immediate control of a person who has been 
apprehended. The area within the person’s 
“immediate control” is the area which the 
individual searching could reasonably believe that 
the person apprehended could reach with a 
sudden movement to obtain such property; 
provided, that the passenger compartment of an 
automobile, and containers with in the passenger 
compartment may be searched as a 
contemporaneous incident of the apprehension of 
an occupant of the automobile, regardless 
whether the person apprehended has been 
removed from the vehicle. 
(3) Examination for other persons. 
(A) When an apprehension takes place at a 
location in which other persons might be present 
who might endanger those conducting the 
apprehension and others in the area of the 
apprehension, a reason-able examination may be 
made of the general area in which such other 
persons might be located. A reasonable 
examination under this rule is permitted if 
the apprehending officials have a reasonable 
suspicion based on specific and articulable facts 
that the area to be examined harbors an individual 
posing a danger to those in the area of the 
apprehension. 
(B) Apprehending officials may, incident to 
apprehension, as a precautionary matter and 
without probable cause or reasonable suspicion, 
look in closets and other spaces immediately 
adjoining the place of apprehension from which an 
attack could be immediately launched. 
(h) Searches within jails, confinement facilities, or 
similar facilities. Searches within jails, 
confinement facilities, or similar facilities may be 
authorized by persons with authority over the 
institution. 
(i) Emergency searches to save life or for related 
purposes. In emergency circumstances to save 
life or for a related purpose, a search may be 
conducted of 
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persons or property in a good faith effort to 
render immediate medical aid, to obtain 
information that will assist in the rendering of 
such aid, or to prevent immediate or ongoing 
personal injury. 
(j) Searches of open fields or woodlands. A 
search of open fields or woodlands is not an 
unlawful search within the meaning of Mil. R. 
Evid. 311. 
(k) Other searches. A search of a type not 
otherwise included in t his rule and not requiring 
probable  cause under Mil. R. Evid. 315 may be 
conducted when permissible under the 
Constitution of the United States as applied to 
members of the armed forces. 
 
Rule 315. Probable cause searches 
(a) General rule. Evidence obtained from 
searches requiring probable cause conducted in 
accordance with this rule is admissible at trial 
when relevant and not otherwise inadmissible 
under these rules. 
(b) Definitions. As used in these rules: 
(1) Authorization to search. An “authorization to 
search” is an express permission, written or oral, 
issued by competent military authority to search 
a person or an area for specified property or 
evidence or for a specific person and to seize 
such property, evidence, or person. It may 
contain an order directing subordinate personnel 
to conduct a search in a specified manner. 
(2) Search warrant. A “search warrant” is an ex-
press permission to search and seize issued by 
competent civilian authority. 
(c) Scope of authorization. A search 
authorization may be issued under this rule for a 
search of: 
(1) Persons. The person of anyone subject to 
military law or the law of war wherever found; 
( 2 ) Military property . Military property of the 
United States or of non-appropriated fund 
activities of an armed force of the United States 
wherever located; 
(3) Persons and property within military control. 
Persons or property situated on or in a military 
installation, encampment, vessel, aircraft, 
vehicle, or any other location under military 
control, wherever located; or 
( 4 ) Non military property within a foreign 
country. 
       (A) Property owned, used, occupied by, or 
in the possession of an agency of the United 
States other than the Department of Defense 
when situated in a foreign country. A search of 
such property may not be conducted without the 

concurrence of an  appropriate representative of 
the agency concerned. Failure to obtain such 
concurrence, however, does not render a search 
unlawful within the meaning of Mil. R. Evid. 311. 
(B) Other property situated in a foreign country. 
If the United States is a party to a treaty or 
agreement  that governs a search in a foreign 
country, the search shall be conducted in 
accordance with the treaty or agreement. If there 
is no treaty or agreement, concurrence should 
be obtained from an appropriate representative 
of the foreign country with respect to a search 
under paragraph (4)(B) of this subdivision. 
Failure to obtain such concurrence or 
noncompliance with a treaty or agreement, 
however, does not render a search unlawful 
within the meaning of Mil. R. Evid. 311. 
(d) Power to authorize. Authorization to search 
pursuant to this rule may be granted by an 
impartial individual in the following categories: 
(1) Commander. A commander or other person 
serving in a position designated by the Secretary 
concerned as either a position analogous to an 
officer in charge or a position of command, who 
has control over the place where the property or 
person to be searched is situated or found, or, if 
that place is not under military control, having 
control over persons subject to military law or 
the law of war; or 
(2) Military judge. A military judge or magistrate 
if authorized under regulations prescribed by the 
Secretary of Defense or the Secretary 
concerned. An otherwise impartial authorizing 
official does not lose the character merely 
because he or she is present at the scene of a 
search or is otherwise readily available to 
persons who may seek the issuance of a search 
authorization; nor does such an official lose 
impartial character merely be cause the official 
previously and impartially authorized 
investigative activities when such previous 
authorization is similar in intent or function to a 
pretrial authorization made by the United States 
district courts. 
( e ) P o w e r t o s e a r c h . Any commissioned  
officer, warrant officer, petty officer, 
noncommissioned officer, and, when in the 
execution of guard or police duties, any criminal 
investigator, member of the Air Force security 
police, military police, or shore patrol, or person 
designated by proper authority to perform guard 
or police duties, or any agent of any
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such person , may conduct or authorize a 
search when a search authorization has been 
granted under this rule or a search would 
otherwise be proper under subdivision (g). 
(f) Basis for Search authorizations. 
(1) Probable cause requirement. A search 
authorization issued under this rule must be 
based upon probable cause. 
(2) Probable cause determination. Probable 
cause to search exists when there is a 
reasonable belief that the person, property, or 
evidence sought is located in the place or on the 
person to be search. A search authorization may 
be based upon hearsay evi-ence in whole or in 
part. A determination of probable cause under 
this rule shall be based upon any or all of the 
following: 
( A ) Written statements communicated to the 
authorizing officer; 
( B ) Oral statements communicated to the 
authorizing official in person, via telephone, or 
by other appropriate means of communication; 
or 
(C) Such information as may be known by the 
authorizing official that would not preclude the 
officer from acting in an impartial fashion. The 
Secretary of Defense or the Secretary 
concerned  may prescribe additional 
requirements. 
(g) Exigencies. A search warrant or search 
authorization is not required under this rule for a 
search based on probable cause when: 
(1) Insufficient time. There is a reasonable belief 
that the delay necessary to obtain a search 
warrant or search authorization would result in 
the removal, destruction, or concealment of the 
property or evidence sought; 
(2) Lack of communications. There is a 
reasonable military operational necessity that is 
reasonably believed to prohibit or prevent 
communication with a person empowered to 
grant a search warrant or authorization and 
there is a reasonable belief that the delay 
necessary to obtain a search warrant or search 
authorization would result in the removal, 
destruction, or concealment of the property or 
evidence sought; 
(3) Search of operable vehicle. An operable 
vehicle is to be searched, except in the 
circumstances where a search warrant or 
authorization is required by the Constitution of 
the United States, this Manu-al, or these rules; 
or 
 

(4) Not required by the Constitution. A search 
warrant or authorization is not otherwise 
required by the Constitution of the United States 
as applied to members of the armed forces. For 
purpose of this rule, a vehicle is “operable” 
unless a reasonable per-son would have known 
at the time of search that the vehicle was not 
functional for purposes of transportation. 
(h) Execution. 
(1) Notice. If the person whose property is to be 
searched is present during a search conducted 
pursuant to a search authorization granted 
under this rule, the person conducting the 
search should when possible notify him or her of 
the act of authorization and the general 
substance of the authorization. Such notice may 
be made prior to or contemporaneously with the 
search. Failure to provide such notice does 
not make a search unlawful within the meaning 
of Mil. R. Evid. 311. 
(2) Inventory. Under regulations prescribed by 
the Secretary concerned, and with such 
exceptions as may be authorized by the 
Secretary, an inventory of the property seized 
shall be made at the time of a seizure under this 
rule or as soon as practicable thereafter. At an 
appropriate time, a copy of the inventory shall be 
given to a person from whose possession or 
premises the property was taken. Failure to 
make an inventory, furnish a copy thereof, or 
otherwise comply with this paragraph does not 
render a search or seizure unlawful within the 
meaning of Mil. R. Evid. 311. 
(3) Foreign searches. Execution of a search 
authorization outside the United States and 
within the jurisdiction of a foreign nation should 
be in conformity with existing agreements 
between the United States and the foreign 
nation. Noncompliance with such an agreement 
does not make an otherwise lawful search 
unlawful. 
( 4 )  Search  warrants.   Any civilian or military 
criminal investigator authorized to request 
search warrants pursuant to applicable law or 
regulation is authorized to serve and execute 
search warrants. The execution of a search 
warrant affects admissibility only insofar as 
exclusion of evidence is required by the 
Constitution of the United States or an 
applicable Act of Congress. 
 
Rule 316. Seizures 
(a) General rule. Evidence obtained from 
seizures 
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conducted in accordance with this rule is 
admissible at trial if the evidence was not 
obtained as a result of an unlawful search and if 
the evidence is relevant and not otherwise 
inadmissible under these rules. 
( b ) Seizure of property . Probable cause to 
seize property or evidence exists when there is 
a reasonable belief that the property or evidence 
is an unlawful weapon, contraband, evidence of 
crime, or might be used to resist apprehension 
or to escape. 
( c ) Apprehension . Apprehension is governed 
by R.C.M. 302. 
(d) Seizure of property or evidence. 
( 1 ) Abandoned property.  Abandoned property 
may be seized without probable cause and 
without a search warrant or search 
authorization. Such seizure may be made by 
any person. 
(2) Consent. Property or evidence may be 
seized with consent consistent with the 
requirements applicable to consensual searches 
under Mil. R. Evid. 
314. 
( 3 ) Government property . Government 
property may be seized without probable cause 
and without a search warrant or search 
authorization by any person listed in subdivision 
(e), unless the person to whom the property is 
issued or assigned has a reasonable 
expectation of privacy therein, as provided in 
Mil. R. Evid. 314(d), at the time of the seizure. 
(4) Other property. Property or evidence not 
included in paragraph (1)-(3) may be seized for 
use in evidence by any person listed in 
subdivision (e) if: 
(A) Authorization. The person is authorized to 
seize the property or evidence by a search 
warrant or a search authorization under Mil. R. 
Evid. 315; 
( B ) Exigent  circumstances . The person has 
probable cause to seize the property or 
evidence and under Mil.R. Evid.315 (g) a s e a r 
c h w a r r a n t o r search authorization is not 
required; or (C) Plain view. The person while in 
the course of otherwise lawful activity observes 
in a reasonable fashion property or evidence 
that the person has probable cause to seize. 
( 5 ) Temporary detention . Nothing in this rule 
shall prohibit temporary detention of property on 
less than probable cause when authorized under 
the Constitution of the United States. 
(e) Power to seize. Any commissioned officer, 
war-rant officer, petty officer, noncommissioned 

officer, and, when in the execution of guard or 
police duties, any criminal investigator, member 
of the Air Force security police, military police, or 
shore patrol, or individual designated by proper 
authority to perform guard or police duties, or 
any agent of any such person, may seize 
property pursuant to this rule. 
(f) Other seizures. A seizure of a type not 
otherwise included in this rule may be made 
when permissible under the Constitution of the 
United States as applied to members of the 
armed forces. 
 
Rule 317. Interception of wire and oral 
communications 
(a) General rule. Wire or oral communications 
constitute evidence obtained as a result of an 
unlawful search or seizure within the meaning of 
Mil. R. Evid. 311 when such evidence must be 
excluded under the Fourth Amendment to the 
Constitution of the United States as applied to 
members of the armed forces or if such 
evidence must be excluded under a statute 
applicable to members of the armed forces. 
( b ) Authorization for  judicial applications in the 
United States. Under 18 U.S.C. § 2516(1), the 
Attorney General, or any Assistant Attorney 
General specially designated by the Attorney 
General may authorize an application to a 
federal judge of competent jurisdiction for, and 
such judge may grant in conformity with 1 8 U. 
S.C. § 2518, an order authorizing or approving 
the interception of wire or oral communications 
by the Department of Defense, the Department 
of Transportation, or any Military Department for 
purposes of obtaining evidence concerning the 
offenses enumerated in 18 U.S.C. § 2516(1), to 
the extent such offenses are punishable under 
the Uniform Code of Military Justice. 
(c) Regulations. Notwithstanding any other 
provision of these rules, members of the armed 
forces or their agents may not intercept wire or 
oral communications for law enforcement 
purposes unless such interception: 
(1) takes place in the United States and is 
authorized under subdivision (b); 
(2) takes place outside the United States and is 
authorized under regulations issued by the 
Secretary of Defense or the Secretary 
concerned; or 
(3) is authorized under regulations issued by the 
Secretary of Defense or the Secretary 
concerned and is not unlawful 18 U.S.C.$2511. 
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Student Handout 3 
 

 
 This student handout contains an extract from FM 19-10. 
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STUDENT HANDOUT 3 
 

The Fourth Amendment to the Constitution provides 
that the right of the people to be free from 
unreasonable searches and seizures shall not be 
violated. It also provides that no warrants shall be 
issued except upon "probable cause." And without 
probable cause no search is admissible in a court of 
law unless it is incident to a lawful apprehension, 
conducted with the consent of the person searched, or 
is otherwise legal.  
There is probable cause to search when there are 
reasonable grounds to believe that items connected 
with criminal activity are located in the place (room 
and barracks, privately owned vehicle, or quarters) or 
on the person to be searched. MP must know and 
understand search and seizure procedures to function 
effectively within the law.  
During raids MP must adhere to laws governing 
jurisdiction and authority, search and seizure, 
apprehension, and use of force in order to ensure 
evidence obtained is admissible in court. MP must 
understand the procedures involved in obtaining a 
search warrant or authorization. Probable cause must 
be shown before getting a search authorization. The 
seizure of items for use as evidence is limited. The 
items must be specified in the search authorization, or 
they must be in plain view; any illegal articles that 
are found are confiscated. Seized property or 
evidence is receipted. Receipting for seized property 
establishes its accountability and chain of custody.  
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DETERMINING SCOPE OF AN AUTHORIZED SEARCH  
Once authorization to search has been obtained, the 
person conducting the search must carefully comply 
with the limitations imposed by the authorization. 
Only those locations described in the authorization 
may be searched and the search may be conducted 
only in areas where it is likely that the object of the 
search will be found. For example, if an investigator 

has authority to search the quarters of a subject, the 
investigator may not search a car parked on the road 
outside. Likewise, if the authorization states that the 
MP is looking for a 25-inch television, that MP may 
not look into areas unlikely to contain a television, 
such as a medicine cabinet or file cabinet. 

An authorization to search for contraband implicitly 
carries the limited authority to detain  

occupants of a home, apartment, or barracks room 
while the search is conducted. Also, the 
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 MP may detain occupants leaving the premises at 
the time the MP arrive to execute the search 
authorization 
 
       AUTHORIZING A SEARCH  
 
The commander may authorize the search of a 
person or place under his command when there 
is probable cause to believe that items connected 
with criminal activities are located in the place 
or on the person to be searched. When time 
permits, the commander consults the office of 
the SJA. A commander may not delegate his or 
her authority to authorize a search to another 
individual in the unit. However, the power may 
devolve to the next senior person present when 
the commander is absent or when circumstances 
are such that the commander cannot be 
contacted.  
 
When there is a military magistrate or judge on 
an installation, law enforcement personnel may 
obtain the magistrate's or judge's authorization to 
search, following the procedures set forth in AR 
27-10. Law enforcement personnel can also seek 
the commander's authorization. Federal 
magistrates have powers similar to military 
judges but are limited in area and authority by 
their respective district court.  
 
AR 27-10 sets out the procedures for obtaining 
an authorization to search. Information in the 
form of statements, either written or oral (and 
which can be transmitted by telephone or radio), 
must be presented to a commander, magistrate, 
or military judge. It is not mandatory that these 
statements be sworn, but an oath may be 
required by the authorizing official and, in a 
close case, an oath may be the factor which 
determines admissibility. The authorizing 
official will then decide, based upon the 
statements, whether or not probable cause to 
search exists. Once the authorizing official 
determines that probable cause exists, the 
official will issue either an oral or a written 
authorization to search. Even though there is no 
general requirement that probable cause 
statements or the authorization to search be in 
writing, various commands or units may impose 
additional requirements. Strict adherence to 

these requirements is mandatory. The 
authorizing official must specify the place to be 
searched and the things to be seized.  
 
DETERMINING PROBABLE CAUSE  
 
To determine if probable cause exists, the 
authorizing official will evaluate whether or not 
the information furnished to him is reliable and 
reasonably warrants his acting on the basis of 
that information. The overall issue of 
reasonableness is composed of two elements. 
The first is the source's basis of knowledge, 
which may be established by-- 

• Personal observation.  

• Statement of the person or 
accomplice to be searched.  

• Self-verifying detail.  

• Corroboration.  
The basis of knowledge can be established by 
showing that the commander personally 
observed the criminal activities himself, or that 
he is basing his authorization on the fact that a 
third party personally observed the criminal 
activity, that this fact has been related to him, 
and that such information has been corroborated 
or substantiated.  
 
In the drug area, personal observation must also 
include facts indicating there is a basis for belief 
that what was seen were drugs (that is, the 
commander has had a class on drug 
identification, or the third party has had a class 
on drug identification or has furnished reliable 
information in the past as to the particular drug 
in question).  
 
The commander or the person seeking the 
authorization from the commander may have 
trustworthy information that items connected 
with criminal activities are located in the place 
to be searched based on information obtained 
from a statement of the individual to be searched 
or an accomplice of the individual to be 
searched.  
One way to pass the basis of knowledge test is 
by showing that the tip was so detailed that the 
information must have been  
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obtained as a result of a personal observation by 
the informant or from a statement of the 
defendant or an accomplice. The best example 
of when a tip is self-verifying is the one the 
Supreme Court used in Draper v. United States 
(Illinois v. Gates, 1983; Massachusetts v. Upton, 
1984).  
   
  In the above case, the arresting police officer 
had received a tip from an informant that the 
defendant had departed Denver, Colorado, to 
travel to Chicago. The informant (1) said the 
defendant would return by train on 8 or 9 
September; (2) described the defendant's 
physical appearance; (3) indicated that the 
defendant would be carrying a tan zipper bag; 
(4) said the defendant walks with a fast gait; and 
(5) said the defendant would be carrying heroin. 
Before making the arrest, the arresting police 
officer verified facts 1 through 4.  
   
  The court indicated that the tip was so detailed 
that it could conclude that the informant 
obtained his information in a trustworthy 
manner, such as by personal observation or a 
statement of the defendant or a combination of 
the two.  
 
When the police officer can verify a number of 
the items listed in the informant's tip, the 
conclusion is that the other items in the tip must 
also be true. The best example of corroboration 
is, again, Draper v. United States. A number of 
courts have indicated that the Draper situation 
could apply to not only train stations but airports 
or rendezvous-type situations with automobiles. 
In the case of an anonymous tip, this 
corroboration is extremely important and may be 
essential to a finding of probable cause.  

 
Reliability Test  

The commander must also be satisfied as to the 
credibility of the person furnishing the 
information. This has been called the reliability 
test and may be established by one or more of 
the following:  
 
 
 
 

•   Demeanor of the individual furnishing 
the information to the commander.  

• Statement of past reliability.  

• Corroboration.  

• Statement from victim or eyewitness of 
offense.  

• Declaration against interest.  

• Information from other law enforcement 
officials.  

• Information obtained from senior NCOs 
and above as a result of being passed 
through the chain of command.  

When the information is personally given to the 
commander--not by an MP, but by the third 
party who obtained the information--the 
commander can judge the individual source's 
reliability at that time. In many cases the 
individual may be a member of the commander's 
unit; thus, the commander is in the best situation 
to judge the credibility of the person. Even when 
the person is not a member of the authorizing 
commander's unit, it is an eyeball-to-eyeball 
situation in which the commander can question 
the individual and determine the consistency of 
statements made by the individual. The eyeball-
to-eyeball situation may either lend to or detract 
from establishing credibility. The same is true 
when the individual is a member of the 
commander's unit. Again, the commander's 
personal knowledge of the informant can lend to 
or detract from establishing credibility. 
Corroboration and demeanor of the person are 
particularly important when questioning first-
time sources with no established record of past 
reliability.  
 
One of the easiest methods for determining reliability 
is to know that the informant has proven reliable in 
the past. There should be some indication as to the 
underlying circumstances of past reliability--such as 
this informant has furnished correct information three 
times in the past about wrongful possession of a 
particular type of drug, naming the drug.  
The person furnishing the information to USACIDC 
and then to the commander may furnish information 
that is against the person's penal interest--such as he 
is  
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aware he is admitting an offense, and he has not 
been promised any benefit. Thus, he may be 
prosecuted himself. This lends a great degree of 
reliability to the information furnished.  
 
Obtaining information from other law 
enforcement officials through normal channels 
gives a presumption of reliability concerning the 
information. This factor comes into play when 
the desk sergeant puts out an all-points bulletin. 
It is not necessary for the apprehending MP to 
personally obtain the information from the 
source. Of course, the original source of the 
information must satisfy the reliability test. But 
this determination can be made later and need 
not be made by the MP who received the all-
points bulletin. In other words, reliance on 
another MP is considered to be reasonable. The 
same is true for reliance on the report of the 
victim of a crime. Remember if acting on the 
basis of an anonymous tip, corroboration of the 
information may be essential to a finding of 
probable cause.  

 
Plain View  

 
An MP who is lawfully in any place may, 
without obtaining a warrant or a commander's 
authorization, seize any item in plain view or 
smell which he has probable cause to believe is 
contraband or evidence of a crime. This is so 
even if the seizable item is not related in any 
way to the crime that the MP is investigating. 
Seeing an item in plain view in proximity to an 
individual may justify an apprehension or 
further search of the same area or another area.  
An MP may use binoculars, flashlight, or in 
some cases, a ladder or stool. The same rationale 
that applies for plain view also applies for plain 
smell. 
  

The commander or MP can lawfully apprehend or 
search during a lawful, hot pursuit. They also may 
lawfully apprehend or search while conducting an 
investigation at a unit or office premises.  
Listed are a few of the places where the commander 
or MP can lawfully apprehend or search:  

•   Areas of public or private property normally 
accessible to the public or to the public 
view.  

• Any place with the consent of a person 
empowered to give such consent.  

• Any place pursuant to an authorization 
to search the particular place.  

• Any place where the circumstances 
dictate an immediate police 
response to protect life or prevent 
serious damage to property.  

• Any place to effect a lawful 
apprehension, such as business, 
home, on the street, or in a vehicle. 
(In the absence of exigent 
circumstances, a prior authorization 
is required to apprehend someone in 
a private residence.)  

While on patrol, an MP may observe an item in 
a parked car; or while making a routine spot 
check of a vehicle, the MP may notice 
something that will aid in a criminal 
prosecution. The MP may seize that item.  
 
When an MP is lawfully at a place to make an 
apprehension, he may not examine the entire 
premises solely to look for evidence. With an 
apprehension authorization, an MP may go to the on-
post quarters to apprehend an individual for an 
offense. While standing in the foyer of the quarters, 
the MP may see some item that will aid in a criminal 
prosecution. He may seize the item that is visible 
from the foyer. He may not, without invitation, go to 
the other rooms of the house.  

 
 

DETERMINING ARTICLES SUBJECT TO SEARCH AND SEIZURE  
 
Items can be subject to seizure when specified in 
a legal search warrant, during a search 

conducted under a commander's authorization, 
or during an otherwise lawful 

  
search. All seized items should be clearly 
marked with the initials of the person making 

the seizure and the military date and time. While 
it may be desirable to seize property in the 
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presence of the accused, it is not mandatory; 
however, a DA Form 4137 must be issued and 
the chain of custody maintained. 
 
During a lawful search, any evidence relating to 
crimes other than that specified by the search  

warrant or search authorization may be seized, 
provided it is in plain sight during the search or 
in a place where the specified evidence could 
reasonably be found.  

 
CONDUCTING ENTRY AND SEARCH TO 

PROTECT PERSONS 
OR PROPERTY  

 
A commanding officer or noncommissioned 
officer may search government property used in 
connection with assigned duties (such as desks 
and filing cabinets located in an individual's 
assigned office or building) to look for 
contraband or property held in a representative 
capacity. Any evidence found in the desk may 
be admissible at a trial.  
 
An MP may make a warrantless entry into any 
premises whenever he has reason to believe that 
it is necessary to prevent injury to persons, to 
prevent serious damage to property, or to render 
aid to someone in danger.  
 
While on patrol in the housing areas or barracks 
area, an MP may hear sounds of a fight or cries 
for help coming from a building. Upon hearing 
these sounds, he may enter the building to 
prevent injury or damage. Once the danger or 
emergency conditions have ceased, he may take 
only the necessary steps to carry out the purpose 
of the original entry.  
 
An MP, who is pursuing a person who he has 
probable cause to believe is armed and has just 
committed a serious crime, may enter a vehicle 
or building believed to have been entered by the 
suspect and may search the multiple dwelling 
unit or vehicle for the person or any weapons 
that might be used to further his escape. Once 
the individual  

pursued is apprehended, the search will be 
limited by the search incident to apprehension 
rules.  
 
When the person pursued is not found on the 
premises, the MP may search the premises for 
evidence of the suspect's identity or the location 
to which he is fleeing if it is unknown.  
 
The hot pursuit rule will apply when the MP 
receives a report of an armed robbery or rape 
and shortly thereafter receives the description of 
the person who has committed the offense, and 
pursues the suspect, at which point the suspect 
enters a quarters on post. He and the other MP 
may enter the building (for example, quarters or 
house) and search wherever the suspect may be 
hiding.  
 
An MP may go to the on post quarters of an 
individual when the MP has been notified of a 
domestic disturbance. At the particular house, 
the officer will try to quell the disturbance, and 
if the MP views any contraband or any other 
item which he reasonably believes to be 
evidence of criminal activity, these items may be 
seized. Additionally, the disturbance may be 
such as to give the MP a basis for apprehending 
one of the individuals at the home. Thereafter, a 
search incident to the apprehension may be 
conducted.  

CONDUCTING AN IDENTIFICATION SEARCH  
An identification search applies to an 
incapacitated person or to an unsecured or stolen 
vehicle. An MP may examine the personal 
effects of any person who appears to be 
incapacitated, to learn either the cause of the 
incapacitation or to identify the individual.  
 

 
When MP are called to a barracks, they may find 
an individual unconscious because of an 
overdose of prescription drugs or a prohibited 
substance. The MP may  
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gain entry to the room and call for medical help. 
After the call for medical help, the MP may 
search the immediate area and the personal 
effects of the individual to obtain evidence of 
identity. The MP may also search the immediate 
area to determine what substance was used to 
overdose, so medics can treat the illness 
properly.  
 
An MP on patrol at night may observe a car in a 
parking lot after the establishment has closed. If 
someone is observed in the vehicle apparently 
unconscious, it is proper for the MP to open the 
vehicle, learn if the individual is unconscious, 
notify a doctor, and then obtain evidence of the 
identification either from the individual or from 
the car itself.  
 
An MP who finds a vehicle unsecured--one that 
is registered on post or has a visitor's pass and is 
capable of being secured--will secure the 
vehicle, leaving a note that the individual who 
owns the vehicle should secure it himself next 
time. If the vehicle registered on post cannot be 
secured, the MP will attempt to learn the identity 
of the owner by first calling the PM office if 
time permits and, if not, by searching the vehicle 
for identification. If the vehicle is not registered 
on post or does  

not have a visitor's pass, the MP may search the 
vehicle for identification.  
If while searching the unsecured car, the owner 
of the vehicle is identified, the person making 
the search for identification will attempt to 
contact the owner and ask him to secure his 
vehicle in the future. If while looking for 
identification evidence of a crime is found, the 
evidence may be seized and may lead to 
appropriate action against the individual for 
criminal conduct.  
If the owner of the vehicle cannot be determined 
by looking for identification, the vehicle should 
be secured temporarily by the MP, and an 
attempt should be made through all available 
means to determine the owner or if the vehicle 
was stolen.  
In some states license plate numbers may not be 
stored in a computer. It may be difficult to 
determine whether or not a vehicle is stolen 
unless the identity of the owner can be 
determined immediately.  
When the MP is permitted to make a search for 
identification, the scope of the search is limited 
to areas such as glove compartments and 
consoles where owner and vehicle identification 
are normally kept. The scope of the search may 
also include reading documents that are lying in 
open view inside the car. Once identification has 
been established, the search is ended.  

CONDUCTING AN AUTOMOBILE SEARCH  
 
An apprehending MP may make a warrantless 
search of the interior of a car at the time and 
place of apprehension if there is probable cause 
to apprehend one of the occupants. The scope of 
the search can be extended to the entire 
automobile if there is probable cause to believe 
there is evidence in the trunk or under the hood. 
The warrantless search need not take place 
where the apprehension of the occupant took 
place if there is a valid reason for conducting the 
search at another place such as at an MP station.  
Where there has been a stop of an automobile, 
the MP stopping the automobile may make a 
protective search of the passenger compartment 
of the  
 
 
 
 

automobile if the MP possesses reasonable 
suspicion that the vehicle contains weapons 
potentially dangerous to the MP. Whether or not 
reasonable suspicion exists depends on the same 
factors discussed later for a frisk of an 
individual. The investigative search extends to 
those parts of the passenger compartment in 
which a weapon may be placed or hidden. Just 
because there is a stop of an automobile does not 
mean the MP may conduct an investigative 
search.  
 
When an individual is stopped for a robbery that 
has occurred on post  
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and the driver is apprehended on post and taken 
to the MP station, the car may also be taken to 
the MP station. If the robbery has recently taken 
place, there may be probable cause to believe the 
car contains evidence of the robbery, and it may 
be searched at the MP station, even though there 
is no authorization from the commanding officer 
to search the vehicle.  
 
An individual may be stopped for a traffic 
offense, and the MP may see items in plain view 
such as drugs or drug paraphernalia or evidence 

of other crime. This would give the MP probable 
cause to believe that other evidence is located in 
the vehicle. Thus, the vehicle can be searched 
there or it can be taken to the MP station where a 
search of the entire vehicle may be made. If the 
car was not in motion prior to the owner being 
taken into custody, and there is no likelihood of 
the vehicle being removed by a third party, a 
search warrant should be obtained to search the 
vehicle..  

 

                                          CONDUCTING AN AREA SEARCH  
If an offender has left the scene, an adequate 
number of MP teams should be detailed to 
participate in an area search. An area search is 
conducted by using the quadrant method. The 
area to be searched is divided into four equal 
pie-shaped wedges radiating outward from the 
crime scene. One or more units are assigned to 
each quadrant. The search is begun at the outer 
perimeter of the quadrant. Units search inward 
toward the crime scene using a zigzag pattern. It 
is recommended that units overlap each other's 
patterns to ensure complete area coverage.  

 
The search for the offender continues until an 
apprehension is made or the search is 
abandoned.  
 
In initiating a search, speed is important. Patrol 
personnel should not wait until a complete 
description of the offender and/or vehicle is 
obtained. They should immediately deploy with 
the information available and start the search. 
Further  
 
information can be forwarded to units in the 
field by radio or other means of communications 
as it is made available.  

An area search may be conducted by using a 
motor vehicle or setting up a fixed post. Or a 
foot search may be conducted. When conducting 
a motor vehicle search patrol personnel remain 
in their vehicles and conduct a rapid area search 
of fields, parking lots, sidewalks, large 
throughway alleys, and roads. They are limited 
in their ability to search because they are 
conspicuous in a patrol vehicle and thus easily 
avoided. Also, they are unable to search in detail 
behind bushes, in doorways, and so forth. Fixed 
posts are useful at intersections or other vantage 
points on possible escape routes. These positions 
can be either single vehicles or formal 
roadblocks. When conducting a foot search the 
patrol vehicle is parked, and the search is carried 
out on foot. Personnel conducting such a search 
should stop frequently and listen for sounds of 
the offender. Trees, bushes, and other 
concealment should be used to protect 
approaching searchers from being seen by the 
suspect. Personnel in the area should be 
questioned. They may have seen the fleeing 
suspect or strange vehicles in the area. Foot 
searches can also be initiated to find witnesses 
and to look for evidence.  
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CONDUCTING A CONSENT SEARCH  

 
An MP who wishes to make a search that is not 
otherwise authorized may do so if the person or 
persons in control of the immediate area or 
object to be searched voluntarily give their 
consent. To ensure that the consent is voluntary, 
the MP should warn the individual of his intent 
to search. Ideally the individual's consent would 
be in writing.  
 

"I have no authorization to search. I would 
like to search you or a particular place."  

 
If the person consents to a search, it will be a 
voluntary waiver of his Fourth Amendment 
rights. It must be voluntary and not 
 
 
 

mere acquiescence to authority. A refusal to 
consent to search, like evasive answers to a 
question, may arouse suspicion, but this 
evasiveness is not enough to amount to probable 
cause to search. When you have the subject's 
consent, you may continue with the search 
without authorization. A pitfall of consensual 
search is that it may alert a suspect and permit 
him time to dispose of evidence or to escape 
from the installation.  
 
 
One question a subject may ask is, "What 
happens if I do not consent to search?" The 
answer should be that appropriate action will be 
taken. If the subject persists, tell him you will 
apply for a search authorization. Do not tell him 
you will get one.  

CONDUCTING A SEARCH OF ABANDONED PROPERTY 
MP lawfully in any place may, without an 
authorization to search, recover any abandoned 
property and examine its contents for seizable 
items. While on patrol MP may observe an 
abandoned vehicle on an isolated road. It is 
proper to search the vehicle for any items that 
may be seized. 

While on patrol an MP may apprehend an 
individual for a traffic offense. Prior to the 
vehicle coming to a complete halt, with the 
offender in it, he notices the offender throwing a 
small envelope from the vehicle. The MP may 
recover the envelope and seize any objects 
inside.  

 
CONDUCTING A TRASH AND GARBAGE CONTAINER SEARCH  

 
MP lawfully in any place may, without 
obtaining authorization to search, examine the 
contents of a trash or garbage container that is 
not located next to on-post quarters or not 

located in the driveway of the on-post quarters. 
Thus, the garbage cans located on any street near 
the curb may be searched without authorization 
to search.  

CONDUCTING A SEARCH OF PREMISES WITHOUT RIGHT 
TO PRIVACY 

 
MP may, without authorization, search any 
premises to which a suspect no longer has a right 
of possession or has demonstrated a lack of 
intention to return.  
An individual who has been a resident of the 
guest house, but who has checked out earlier in 
the day, has given up the right to object to a 

search of his former room. Additionally, when 
an individual has left the guest house and has not 
returned for two or three days, and has not 
provided some intention of returning, that room 
may be searched. Any items found will be 
admissible in court.  
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CONDUCTING A FIRE SEARCH  

After a fire in private quarters, the fire marshal 
and MPI may investigate the cause of the fire so 
long as the fire fighters are still present 
performing their duties. Once this investigation 
is discontinued and the MP and the fire fighters 
leave the scene, the MP may not return unless an 
authorization to search the premises without 
consent has been obtained or it is an emergency. 

An emergency is when there is an immediate 
threat that the fire might rekindle.  
When the premises are completely destroyed, 
investigators may return at any time to 
investigate the cause of the fire. Additionally, 
when fire officials leave because of darkness and 
smoke, they may return within a reasonable 
period to continue their investigation.  

MAINTAINING STATUS QUO OR FREEZING THE SITUATION 
In some instances, probable cause may not exist 
without further investigation, or the MP may 
want to seek advice from a SJA. In such 
situations, the MP may want to hold a house, 
room, or automobile in a status quo.  
Assume the husband has taken his spouse to the 
hospital because of a gunshot wound. He implies 
that he may have been involved with the crime 

or that he knows what weapon was used, but he 
will not tell the MP where it is located. If the 
husband has been legally apprehended or is 
consensually at the MP station and there are no 
children in the family, the MP may want to place 
notices out on the premises that no one will be 
allowed to enter without MP permission.  

CONDUCTING A BODY CAVITY SEARCH  
Under certain situations, a search of body 
cavities may be permitted. Coordination with the 

SJA is recommended before conducting a body 
cavity search.  

SEIZING BODY FLUIDS  
An individual may consent to giving a blood or 
urine sample. Nonconsensual extraction of blood 
and urine may be made pursuant to a search 
authorization. Nonconsensual extraction of 
blood or urine may be made without such an 
authorization only when there is a probable 
cause that evidence of crime will be found and 
when the delay that would result if an 
authorization were sought could result in the 

destruction of the evidence. An order for the 
individual to give blood or to collect a urine 
specimen is permissible if done as part of a 
lawful inspection.  
The voluntary and involuntary extraction of 
blood or urine must be done by a medical 
specialist, physician's assistant, medical doctor, 
or other person who is authorized to collect 
samples.  

CONDUCTING A FRISK  
An MP may frisk any person whom he has 
lawfully stopped when the MP reasonably 
suspects the person is carrying a concealed 
weapon or dangerous object, and the frisk is 
necessary to protect the MP or others. The frisk 
may be conducted immediately upon making the 
stop or at any time during the stop--whenever a 
reasonable suspicion to frisk arises.  
A number of factors may be examined in 
determining whether or not there is reasonable 
suspicion that the individual is armed and that  
 
 
 
 
 
 
 

the frisk is necessary for the protection of the 
MP or others.  
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Listed are a few factors that may give grounds 
for a frisk:  

• Appearance.  

• Actions.  

• Prior knowledge of the individual 
stopped.  

• Location of the stop and whether or 
not it is a high crime area.  

• Time of day.  

• Purpose behind the stop.  

• Companions of the person 
stopped.  

If, while conducting a frisk, an MP feels an 
object which he reasonably believes to be a 
weapon or dangerous item, he may seize this 
object.  

CONDUCTING INVENTORIES  
A commander may direct an inventory of an 
individual soldier's property when the soldier is 
absent from the unit on ordinary or emergency 
leave or when hospitalized. If the commander or 
his designated representative discovers items 
that would aid in a criminal prosecution, these 
may be seized and used as evidence. A 
commander or his designated representative also 
may conduct an inventory of the property of an 
individual who has been placed in military or 
civilian confinement.  
 
When an individual is apprehended for driving 
while intoxicated or is a subject under 
apprehension which involves transportation to 
the PM office, the vehicle of the individual will 

be secured. When there is space at the place of 
apprehension, the vehicle may be secured there; 
however, if there is no place to secure the 
vehicle, it will be impounded at the PM office 
and inventoried. 
When a person is apprehended for DWI as he 
pulls into his quarters parking lot, there is no 
reason to impound the vehicle. However, if a 
person is apprehended on one of the outer roads 
of the post and there is no place to secure the 
vehicle and there is a possibility that items may 
be stolen, the vehicle should be impounded at 
the PM office and inventoried. (AR 700-84 and 
DA Pam 600-8 contain more information on 
conducting inventories of personal clothing and 
property.)  

 
CONDUCTING INSPECTIONS  

The commander has the inherent right to inspect 
the individual barracks in which individual 
soldiers are housed to ensure the command is 
properly equipped, functioning properly, and 
maintaining standards of readiness, sanitation, 
and cleanliness, and to ensure that personnel are 
present, fit, and ready for duty.  
 
Such an inspection may include an examination 
to locate and confiscate unlawful weapons and 
other contraband if the primary purpose is to 
determine if the unit is functioning properly, is 
maintaining standards of readiness, and is fit for 
duty. This inspection may also include an order 
for the individual to collect a urine specimen.  
 
A commander conducting an inspection for 
these reasons may find items he believes may 
aid in a criminal prosecution. These items may 
be seized. The inspector may only look in those 
areas that will enable him to achieve the purpose 

and scope of this inspection. When inspecting 
for food or flammable products, such as lighter 
fluid, he may look in cigar boxes or other 
suitable containers.  
 
Normally a commander will conduct periodic 
security checks to ensure that wall lockers and 
footlockers are locked. If the commander or his 
representative conducts a security inspection and 
notices a wall locker or footlocker unlocked, he 
may take the valuables from the locker secure 
them in the unit supply room until the individual 
returns to the unit. If, while removing the 
valuables, the person conducting the inspection 
sees  
items that would aid in a criminal prosecution, 
these may also be seized.  
 
The commander has the right to conduct a 
search for weapons after a unit has been firing 
on the range and has returned to the unit area 
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and found a weapon missing. Under these 
circumstances the commander or his designated 
representative may conduct a search of all 
persons who were on the range and others who 
were in a position to steal the weapon, to include 
their living area and private automobiles.  
Under no circumstances may an inspection or 
inventory be used as a subterfuge for a search 
(United States v. Roberts, 2 Military Justice 
Reporter 31 [Court of Military Appeals, 1976]).  
If the commander is looking for evidence of a 
specific crime, or suspects that an individual or 

group of individuals have drugs in their 
possession but does not have probable cause for 
such a belief, he may not use the inspection of 
the unit as a subterfuge for a search of the 
individual or group of individuals. Subterfuge 
normally takes place when a commander or MP 
"feels" an individual has contraband in his 
possession or living area but not enough 
information to amount to probable cause and 
uses an inspection of the type previously 
mentioned in this section to search for the 
contraband.  

CONDUCTING RAIDS  
 
A lawful raid is a surprise, legal invasion of a 
building or area. A raid may be made to 
apprehend offenders, to obtain evidence of 
illegal activity, or to recover personal or US 
government property. Occasionally this raid is 
made to prevent the commission of a crime or to 
confiscate contraband.  
 
A raid must be justified. It must have a clearly 
stated purpose. The authority to conduct a raid 
stems from and is justified by having probable 
cause. Probable cause for a lawful raid comes 
from information obtained through 
surveillances, registered/confidential sources, 
criminal intelligence, or other sources.  
 
Raids are conducted by the agency that has 
jurisdiction of the case. This agency will have 
mission responsibility and may be augmented by 
other agencies based on the reputations of those 
being raided.  
 
Military authorities authorize and conduct raids 
in areas under military control. Civil police 
conduct all raids in areas not under military 
control. Military authorities can request that civil 
police conduct a raid if enough justification 
exists. And MP or USACIDC special agents 
may accompany civil police as observers. 
Although forbidden  
by the Posse Comitatus Act to participate in a 
raid, MP or USACIDC special agents may help 
identify persons or property seized. If military 
personnel are apprehended in a civil police raid, 
they may be released to observing MP or 
USACIDC special agents without formal 
receipt.  

A raid must be coordinated with units and 
agencies that will be affected by the raid or that 
can add to the raid's success. Coordination with 
the SJA helps ensure that the results of a raid 
can be used in court. In the interest of security, 
however, coordination is limited to that which is 
essential. The time of the raid should be 
selected, if possible, to ensure minimum 
interference from heavy traffic and allow rapid 
movement to ensure the presence of subjects and 
illegal items.  
PLANNING A RAID  
To be successful raids must be planned. Plans 
must include not only team composition, 
equipment, and operational concept, but also any 
special arrangements that must be made. And 
alternate plans should be developed. The raiding 
party can switch to the alternate plan on 
prearranged signals if the original plan goes 
awry.  
A raid plan should be concise, simple, flexible, 
and should generally follow the steps used for 
planning an operations order. It must be based 
on sound tactical concepts and should be 
adaptable to any contingency. 
A raid is planned in detail with each member of 
the raiding party briefed on the— 
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•   Objective of the action.  

• Number of offenders and their 
names, descriptions, injuries, and so 
forth.  

• Act the offender is suspected of 
committing.  

• Reputation, background, 
characteristics, and mental state of 
the offender.  

• Hostages or other bystanders 
involved and their descriptions.  

• Location of the offender (apartment, 
floor, room number, window, and so 
forth).  

• Offender and if he is armed, and, if 
so, the type of weapon and amount 
of ammunition if known.  

• Physical layout of the operation 
(sewers, skylights, adjacent 
buildings, type construction; for 
example, wood, brick, and so forth).  

• Support forces.  

The effectiveness of a raid depends largely upon 
specific planning and preparation including use 
of criminal intelligence. Essential to the 
effectiveness of any raid is the speed and 
surprise with which it is executed. Although 
some raids must be staged with a minimum of 
planning and preparation, the factors of proper 
coordination, manpower, and equipment to 
include special weapons must not be overlooked. 
Essential factors in planning a raid are-- 

• Mission.  

• Opposition expected.  

• Items to be searched for or seized.  

• Composition of raiding party.  

• Orientation of personnel.  

• Position and role of each member.  
Planning time can be reduced by following an 
SOP. The SOP contains checklists to help 
planners. And it gives guidelines for recurring 
raid factors common to all successful raids. 
These factors are surprise, speed, simplicity, 
superiority, and safety.  
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Surprise keeps subjects from organizing 
resistance to the raiding party and from 
destroying or concealing evidence. It keeps them 
from escaping or helping other subjects escape. 
And it lessens their chances for suicide attempts 
if they are so inclined. The subjects of the raid 
must not know they are targets until the 
operation begins. The fewer people who know a 
raid is planned, the greater the likelihood of 
surprise. Once the raid begins, it must be carried 
out with speed and precision. The time of the 
raid must be planned to fit the circumstances. 
The best time to carry out a raid is when few 
uninvolved people are about. Raids are often 
conducted at daybreak. The element of surprise 
is usually on the side of the raiding party at that 
time of day.  
 
Speed of execution is vital to the success of a 
raid. And speed can only be obtained if, from the 
planning stage onward, all participants have and 
know their specific assignments. Thus, 
simplicity of the plan is a key factor for a well-
organized raid. Raiding party instructions must 
be clearly stated. And they must be easy to carry 
out.  
 
Superiority in manpower and equipment can 
make the difference between a raid's success or 
failure. Superiority comes from knowing and 
exceeding the subject's capabilities. The need for 
superior manpower or maneuverability dictates 
the number of members used in the raiding 
party. And superiority of firepower is desirable 
in any raid situation. If criminals know the 
raiding party is better armed than they are, they 
are less likely to resist. If criminals are armed as 
well or better than the raiding party, they may 
believe they have a chance for escape and thus 
offer greater resistance.  
 
Safety must have a high priority in any MP 
operation. Danger is inherent in any raid 
situation. The raiding party must be thorough, 
cautious, and safety conscious. Speed must not 
be gained at the expense of safety. Using trained 
and experienced  
 
 
 
 

personnel reduces the hazard of injury to or 
death of innocent persons. Every raid member 
must be able to recognize all members of the 
raid party. In multiorganizational raids, 
distinctive clothing, like raid jackets, can clearly 
identify raiding party members. Each member of 
the multiorganizational raiding party must be 
familiar with all aspects of the operation, as well 
as his or her own mission.  
DETERMINING RAIDING PARTY 
COMPOSITION  
The raiding party's composition is determined by 
the situation and the resources available. There 
is no set number of people or teams who should 
make up a party. A suggested organization, 
which can be modified as needed, is composed 
of a raid commander; entry, security, prisoner, 
reserve, and medical teams; and their respective 
commanders. Sometimes specially detailed 
persons or teams augment the raiding party. For 
example, a chemist or a special dog handler 
team may accompany the basic party.  
 
The raid commander has the overall 
responsibility for planning and conducting a 
raid. Raid commanders are selected for their 
experience and leadership ability and for their 
knowledge of the situation. Team commanders 
are responsible to the raid commander for the 
supervision of their respective teams. They, too, 
are selected for experience and leadership 
ability. A reserve team commander is usually 
named as the assistant raid commander. He 
assumes command of the raiding party if the 
commander is injured. A chain of command is 
established for the raiding party and within each 
team.  
 
The entry team is the maneuver element. It 
enters the target area to make apprehensions, as 
needed, and/or recover property. The entry team 
may have a recorder, a photographer, and an 
evidence custodian. The recorder makes notes of 
events, and property recovered during the raid.  
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The photographer complements the recorders 
notes with photographs of items or events. The 
evidence custodian assembles, tags, and receipts 
for the evidence or properties seized.  
 
The security team provides cover for the entry 
team. It also seals off possible avenues of 
approach and escape.  
 
The reserve team reinforces or assists wherever 
needed. Part of this team may stay mobile for 
use as a pursuit unit. If the reserve team is not 
needed for its basic purpose, it can augment 
processing and help control the raid site.  
 
The prisoner team enters the building or area 
after it is secured. It takes charge of prisoners 
apprehended by the entry team. The prisoner 
team must be aware that the entry team does not 
make a complete search of the prisoners at the 
time of apprehension.  
 
The medical team should include a doctor if 
possible. The medical team normally remains 
with the reserve team. The medical team treats 
injuries incurred by members of the raiding 
party or subjects of the raid.  
DETERMINING EQUIPMENT 
REQUIREMENTS  
Equipment is selected to suit the raid's purpose 
and the expected degree of opposition. Special 
equipment like public address systems, night-
vision devices, and drug detector dogs are 
carefully chosen. Too much equipment can slow 
the raiding party. Too little equipment can 
hamper the raid's effectiveness.  
 
The raid commander selects the weapons to be 
used. He considers the subject's armament, the 
terrain of the neighborhood, and the degree of 
resistance expected. He ensures that MP armed 
with special weapons are proficient in their use.  
 
If riot control munitions are used, they must be 
planned for. (See FM 19-15 for specific 
procedures for use of riot control agents.) 
Clearance to use riot control  
 
 
 
 

munitions must be obtained from the installation 
commander. The raiding party must have 
protective masks. And wind direction, traffic, 
and population density must be considered. Type 
of munitions must be considered. For example, 
using burning-type munitions in wood structures 
can cause fires.  
Effective communications are a must for a 
successful raid. Natural voice, visual, and radio 
communications give the raid commander 
control over his various elements. At a 
minimum, the raid commander and each team 
leader need a radio. Members of the security 
team occupying likely avenues of escape also 
need radios. (Radio equipment must be checked 
before use. Use of relays may be necessary.)  
 
Hand and arm or whistle signals are often used 
to direct movements, such as when to begin the 
raid. Visual and sound signals should be backed 
by radio communications. The reverse is also 
true. The local telephone system can be used as 
well. The important point is to have an alternate 
means of communication. One method is not 
enough.  
PERFORMING RECONNAISSANCE  
If time permits, the raid commander performs a 
reconnaissance of the building or area to be 
raided. He may have photographs, maps, 
blueprints, or sketches collected to supplement 
visual observations. And he may consider covert 
operations to gain entrance to help develop his 
raid plan.  
 
When performing a recon, the MP look for the 
best route of entry to the target. They check for 
vantage points and patterns of occupants of the 
area. And they note points offering observation 
and fields of fire for the raiding party and/or the 
occupants.  
 
When reconnoitering a specific building, MP 
may enter only if doing so will not compromise 
the raid. MP can obtain blueprints from the 
facility engineer to gain a thorough knowledge 
of floor plans and  
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interior arrangements of a building. MP can note 
the doors and windows, their construction, and 
the direction in which they open. They can note 
likely exits and entrances to include emergency 
doors and fire escapes. They seek interviews 
with reliable persons who are responsible for or 
who have previously entered the area. And they 
identify persons who may or will be in the 
building. They spot the location of activities in 
the area; for example, MP may note the 
placement of dice and card tables used for 
gambling. They also assess likely problem areas.  
EXECUTING A RAID  
No two raids are alike. But many raids are based 
on similar types of information and follow 
similar sequences of actions.  
 
Night raids are more hazardous than daylight 
raids. In many civil jurisdictions a night raid 
must be justified to a magistrate. The magistrate 
must be convinced that the purpose of the raid 
could not be achieved during the daytime, 
perhaps because the subject would not be at 
home. This legal restriction is not written into 
military law. But the principle applies. The law 
supports the point that a raid should be 
announced and the raiding party should clearly 
identify themselves as MP before the party 
enters.  
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Student Handout 4 
 

 
 This student handout contains an extract from FM 27-1. 
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STUDENT HANDOUT 4 

 
CHAPTER 3 

The Preliminary Investigation 
  

REPORT OF OFFENSE 
Anyone may report an offense by a soldier to the 
local civilian police, the military police, or the unit 
commander. If the soldier commits an offense off 
post, the civilian police will usually investigate. 
Military police normally investigate on-post offenses. 
If an offense is minor, such as a soldier disobeying an 
order or being late for unit formation, a unit NCO or 
officer will report it to the unit commander. As the 
company commander, you must conduct a 
preliminary investigation and make the initial 
decision about how the case should be handled, no 
matter how the command reviews the information.  
You must ensure that all reported offenses are 
quickly and thoroughly investigated. You may 
conduct the preliminary inquiry yourself or direct 
someone else to do so. (See MCM, R.C.M. 303.) In 
serious or complex criminal cases, you should seek 
the help of law enforcement personnel. When 
collecting information that may prove or disprove 
allegations of misconduct, investigators should ask 
three primary questions:  

• Was an offense committed?  

• Was the suspect involved in the 
offense?  

• What is the character and military record 
of the suspect? 

Investigators must always remain impartial. A one-
sided investigation may result in an injustice to the 
accused and an embarrassment to the command.  
 
 
 
Preliminary investigations are usually informal, 
consisting of interviews with witnesses and reviews 
of police reports. Investigations must provide a 
thorough, factual foundation for determining what 
happened and what should be done. Preliminary 
investigations should not be confused with UCMJ, 
Article 32 investigations, which require sworn 
charges. Nor should they be confused with the 
procedures for administrative investigations 
addressed in AR 15-6.  
 

 
 
Once a preliminary investigation is complete, you 
must do one of the following:  

• Take no action.  

• Take nonpunitive disciplinary action.  

• Impose nonjudicial punishment under 
UCMJ, Article 15.  

• Prefer court-martial charges against the 
accused and forward them up the chain 
of command with a recommendation for 
appropriate action.  

STATEMENTS OF SUSPECTS AND 
WITNESSES 

Investigations may be complicated or simple. Not all 
cases will require formal statements; in simple cases, 
you may find sufficient facts without written 
statements. You must investigate the circumstances 
of alleged crimes and examine the facts relevant to 
the case. You should ensure that all witnesses and 
suspects are interviewed. Interviews should be fair 
and prompt. Before questioning, you must advise 
suspects of their rights under UCMJ, Article 31, and 
of their right to counsel.  
A confession or admission by a suspect without a 
proper rights warning will not be admissible in a 
court-martial. A court, however, may still convict an 
accused because of other evidence of guilt that is 
admissible. Failure to warn does not mean 
automatic acquittal; it means that the admission 
may not be presented to a court-martial. (See 
MCM, 305, Military Rule of Evidence.)  
 
After receiving the warning, a suspect may waive the 
right to remain silent and the right to consult a 
lawyer. He must waive these rights freely, 
knowingly, and intelligently. If a suspect indicates 
that he wishes to consult a lawyer, he should not be 
questioned until a lawyer is made available. The 
installation Trial Defense Service office will provide 
a military lawyer. If the
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 suspect indicates that he does not wish to answer 
questions, no questions should be asked. If he waives 
his rights, he may then be questioned about the 
offense.  
In any case, your manner should not lead suspects to 
believe they are being threatened. Neither should it 
play down the importance of the warning. If you do 
either of these, a court-martial may determine that the 
suspect's agreement to answer questions was in 
response to coercion or improper inducement. The 
judge would then find the statement not admissible in 
the trial. You may decide not to question a suspect if 
other adequate evidence is available. 
 
Rights Warning Statement 
You need not give a rights warning to witnesses who 
are not suspects. During the questioning, you may, 
however, begin to suspect that a witness was 
involved in an offense. The witness may appear to 
have been an accomplice or an accessory to the 
crime. You should then stop the questioning, inform 
the witness of the offense of which you now suspect 
him, and warn him of his rights as previously 
described. DA Form 3881 provides a convenient 
format to apprise individuals of their rights, and you 
should complete it before questioning a suspect.  
 
Written Statement 
A sworn statement is the best way to record 
accurately and completely information obtained in an 
investigation. UCMJ, Article 136, authorizes 
investigating officers to administer oaths in 
conjunction with sworn statements taken in the 
course of a preliminary investigation.  
 
No special form is required; however, the 
investigating officer may use DA Form 2823 for a 
witness's statement. He should use the language of 
the witness or suspect throughout the statement, even 
if the language is vulgar. Doing so ensures that the 
statement is the witness's and not the composition of 
the investigating officer. The statement may be 
narrative, questions and answers, or both.  
 

 
 
 
 
 
 
 
 
 
 
 
 
The following is an appropriate oath for 
administering and completing the sworn statement:  

 
Do you swear that the statements 
you have made are the truth, the 
whole truth, and nothing but the 
truth? 

 
The witness should sign his name, and the officer 
administering the oath must then sign his own name.  
 
You should request sworn statements primarily from 
persons who have direct, personal knowledge of the 
facts. For example, if Sergeant A provided the 
information to the witness, you should try to get a 
sworn statement from Sergeant A. Opinions and 
conclusions without supporting facts, however, 
reduce the reliability of sworn statements. You 
should try to get the facts on which opinions are 
based and encourage witnesses to provide facts rather 
than opinions. In each case, the witness should sign 
the written statement and initial it at the beginning 
and at the end of each page, at each erasure and 
correction, and at the places otherwise indicated on 
DA Form 2823. The initials are to avoid any question 
of tampering.  
Oral Statement 
When a suspect waives his rights under Article 31 
and his right to counsel but refuses to make a written 
statement, you should record his remarks. Oral 
statements may be admissible in a trial by court-
martial. A suspect may make a statement about his 
part in an offense to a person not investigating the 
case, or he may blurt it out to you before he receives 
the rights warning. The information he provides may 
be admissible in a trial by court-martial as well.  

 
LAWFUL SEARCHES AND SEIZURES 

You may lawfully seize soldiers' property in their 
units after a legal search, inspection, or inventory. An 
unlawful search may violate a soldier's rights and 
result in seized items being inadmissible in a court-
martial.  
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Searches 
PROBABLE CAUSE TO SEARCH  
You may direct a search of any person or property in 
a place under your control only if you have probable 
cause. You may authorize searches in your company 
areas, but only post commanders may authorize 
searches or apprehensions in government quarters. 
(See MCM, 302, Military Rule of Evidence and 
MCM, R.C.M. 315.) Probable cause to search 
requires both of the following:  

• You have a reasonable belief that 
evidence of the crime is on the person 
or at the place you plan to search.  

• The information and its source are 
reliable. 

 

probable cause lies between suspicion and 
knowledge. You must conclude on the basis of 
information presented to you that the contraband or 
evidence of a crime is at that time likely to be in the 
possession of the suspect or on the premises to be 
searched. Your determination that probable cause 
exists must be reasonable and based on facts. It may 
not be based solely on others' conclusions. A CID 
agent's, first sergeant's, or informant's awareness of 
sufficient facts to provide probable cause is 
unimportant unless the commander who orders or 
authorizes the search receives those facts. That 
commander must believe the person furnishing the 
information and the information are reliable before 
probable cause can exist.  
 

The following examples are situations in which you would have probable cause to search.  
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NO PROBABLE CAUSE TO SEARCH 
The following paragraphs address searches that do 
not require probable cause to be lawful.  
Searches incident to lawful apprehension. A 
soldier may be searched when and where he is 
legally apprehended. (See Apprehensions) Such 
a search is to discover weapons and prevent 
destruction of evidence. The search is limited to 
the soldier's person and the area within his 
immediate control. For example, the area within 
his immediate control might include an open wall 
locker within reach, but it might not include the 
entire room. However, a complete search of the 
passenger compartment of an automobile is 
permissible, even if the apprehended soldier has 
been removed from the vehicle and cannot 
return to it.  
Searches of government property. A search of 
government property does not require probable cause 
unless the person to whom the property is assigned or 
issued has a reasonable expectation of privacy. 
Generally, a person does not have a reasonable 
expectation of privacy in regard to government  
property that is not issued for personal use. (See 
MCM, Mil. R. Evid. 314(d).)  
Searches by consent. Probable cause is not 
necessary when a person freely consents to the 
search. Because consent is a waiver of the 
Constitutional right of freedom from unreasonable 
searches, the government must be able to produce 
clear and convincing evidence that the consent was 
voluntary and not a submission to authority. You 
should have a witness to a soldier's consent to a 
search. If the consent becomes an issue at a trial, the 
witness can verify its nature. If the search then 
uncovers evidence of criminal conduct, the evidence 
will be admissible at a trial. (See MCM, Mil. R. Evid. 
314(e).)  
To establish voluntary consent, the suspect should be 
informed of both of the following: 

• The legal right to withhold consent.  

• The fact that any evidence found during 
the search can be used against the 
suspect.  

The following examples are situations lacking 
probable cause to search. 
 

 
 
 
 
 

 
 
 
 
 

Seizures 
Evidence in open view or in a public area such as a 
dayroom or an open field may be lawfully seized 
without probable cause and without consent. (See 
MCM, Mil. R. Evid. 314(j).)  
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The Fourth Amendment prohibits unreasonable 
seizure of the person. An unreasonable seizure may 
result in the evidence being inadmissible in a court-
martial.  
CONTACTS AND STOPS  
Every contact between an official and soldier is not a 
detention and therefore subject to the Fourth 
Amendment. Many contacts do not result from 
suspicion of criminal activity. Examples of lawful 
contacts include questioning witnesses to crimes and 
warning pedestrians that they are entering a 
dangerous neighborhood. These types of contacts are 
entirely reasonable, permissible, and within the 
normal activities of law enforcement personnel and 
commanders--they are not detentions in any sense.  
 
Officers, NCOs, and MPs may initiate contact with 
persons in any place they are lawfully situated. It is 
difficult to define when a person is lawfully situated. 
Generally, this includes inspecting the barracks, 
making a walk-through of the barracks or unit area, 
and presence in any place for a legitimate military 
purpose.  
 
An officer, NCO, or MP who reasonably suspects 
that a person has committed, is committing, or is 
about to commit a crime has the obligation to stop 
that person. He may stop both pedestrians and vehicle 
occupants. If the person stopped is a suspect to be 
questioned, the official should read him or her Article 
31 and the counsel warnings. The stop must be based 
on more than a hunch. The official making the stop 
should be able to state specific facts to support the 
decision to stop an individual.  
APPREHENSIONS  
Any officer, warrant officer, noncommissioned 
officer, or military policeman may apprehend 
individuals with probable cause. Probable cause  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
to apprehend requires the following:  

• A reasonable belief that a crime is being 
committed or has been committed.  

• A reasonable belief that the person being 
apprehended is guilty of a crime. 

An example of probable cause to apprehend is when 
you or another reliable person have seen someone 
violate UCMJ, such as using marijuana, assaulting 
someone, breaking another's property, or being drunk  
and disorderly. Probable cause requires a common 
sense appraisal of all available facts and 
circumstances.  
 
You may apprehend a soldier anywhere and any 
time; the only limitation is that you must have 
probable cause. To do so, you should identify 
yourself as an officer and show your ID card if you're 
not in uniform. Tell the soldier you are apprehending 
him and explain the reason, such as disorderly 
conduct, assault, or possession of marijuana. You 
may use help. Read the soldier his Article 31 rights, 
preferably from a rights warning card, as soon as 
practicable. If the soldier resists apprehension by 
running away or assaulting you, enlist others to help 
catch him; he may be prosecuted for resisting 
apprehension or disobeying an order. You may detain 
civilians until military or civilian police arrive.  
 
Generally, with probable cause, no arrest warrant is 
required in the military. There is one important 
exception, however: a warrant is required for any 
apprehension in a private dwelling, such as on-
post family quarters, the BOQ or BEQ, or off-post 
quarters. The barracks and field encampments are 
not considered private dwellings; therefore, no 
special authorization is needed to apprehend someone 
there.  
If the person to be apprehended is in a private 
dwelling, the apprehending officer must get 
authorization from a military magistrate or the 
commander with authority over the private dwelling 
(usually the installation commander). Also, to 
apprehend a person at off-post quarters requires 
coordination with civilian authorities.  
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INSPECTIONS  
Search and seizure requirements do not limit your 
authority to conduct inspections. The primary 
purpose of inspections is to ensure the unit's security, 
military fitness, and order and discipline. Orders for 
urinalyses are a permissible part of a valid inspection. 
An inspection can include an examination to locate 
and confiscate unlawful weapons or contraband as 
long as the inspection is not a pretext for a search; 
that is, the primary purpose of an inspection cannot 
be to obtain evidence for use in a trial or other 
disciplinary proceeding.  
An inspection for weapons or contraband may not be 
proper if any of the following occurs-- 

• The inspection immediately follows a 
report of a specific offense in the unit 
and was not scheduled before the 
report.  

• Specific individuals are selected for 
inspection.  

• Persons inspected are subjected to 
substantially different intrusions. 

Such an inspection is proper only if the government 
presents clear and convincing evidence that the 
primary purpose was to ensure security, military 
fitness, or order and discipline and not to secure 
evidence for a trial or disciplinary proceeding. 
Evidence disclosed during a legitimate inspection 
may be seized and admitted at a court-martial. (See 
MCM, Mil. R. Evid. 313.)  
INVENTORIES  
When a soldier is absent without leave, is about to be 
confined, or is being detained by civilian authorities, 
an inventory of that soldier's personal belongings is 
required. As with an inspection, an inventory may not 
be a pretext for search. Evidence obtained as a result 
of a lawful inventory is admissible in a court-martial. 
(See MCM, Mil. R. Evid. 313.)  

COOPERATION WITH POLICE 
INVESTIGATORS 

You should coordinate with military police and CID 
investigators for several important reasons. The 
offense may be more serious than you realize. If it is 
complicated, sophisticated investigative techniques 
may be necessary.  
 
 
 
 
 
 
 
 

 
They may include lineups, fingerprinting, expert 
interrogation, or laboratory analyses. Also, the 
offense may be one of a series of crimes currently 
under investigation.  
ARs 190-30 and 195-2 require you to report criminal 
activity, known or suspected, to the military police 
for appropriate investigation. This requirement 
applies to persons subject to the UCMJ, Department 
of Defense civilian employees in connection with 
their assigned duties, government property under 
Army jurisdiction, or incidents occurring in areas 
under Army jurisdiction.  
PRESERVATION OF PHYSICAL 

EVIDENCE 
You must preserve and safeguard in your custody any 
physical evidence of an offense. As few people as 
possible should handle it; everyone who touches it 
may have to appear at the trial. Physical evidence 
must be carefully marked, to ensure later 
identification, and recorded on a chain-of-custody 
document. (See AR 195-5.) The chain-of-custody 
document, such as DA Form 4137, is a record of 
everyone who has handled an item from when it was 
originally identified as evidence until the trial. 
Physical evidence should then be turned over to 
professional investigators as soon as possible.  
 
Perishable and unstable evidence requires special 
attention for preservation. Sometimes professional 
assistance is necessary, for example, to preserve a 
fingerprint or a tire track. The military police can 
usually assist.  
 
The first person to assume custody of the physical 
evidence marks it immediately. This person may 
mark the item itself, usually with his initials, the date, 
and the time. If the evidence cannot be marked, he 
should place it in a sealed, marked container. The 
container must be tamper-proof or sealed to show an 
absence of tampering. When physical evidence is 
introduced at trial, counsel must show that it is the 
same item found at the scene of the crime or 
otherwise connected with the offense and is 
unaltered. 
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PRETRIAL CONFINEMENT 
While charges are being processed, you may need to 
confine or restrict the suspect. Pretrial confinement is 
limited to persons reasonably suspected of a serious 
offense and in which it is necessary to ensure their 
presence at trial or to prevent them from committing 
other offenses.  In determining whether confinement 
is appropriate, you should remember that it deprives 
the accused of liberty while he is presumed innocent 
and makes his defense preparations difficult. Your 
convenience is not enough to justify curtailing a 
soldier's freedom, and you may not use it as 
punishment. Also, an accused will receive day-for- 
day credit for his confinement against the adjudged 
sentence.  
 
Grounds for pretrial confinement are the 
accused's foreseeable, serious criminal misconduct or 
risk of his absence before trial. 
Serious criminal misconduct includes- 

• Intimidation of witnesses.  

• Obstruction of justice.  

• Serious injury to others.  

• Serious threats to the safety of the 
community. 

When a soldier is placed in pretrial confinement,  
he must be informed of- 

• The nature of the offenses for which he 
is confined.  

• His right to remain silent and that 
anything he says may be used against 
him.  

• His right to request counsel and to retain 
civilian counsel at no expense to the 
government.  

• The procedures for review of pretrial 
confinement. 

 
 
 
 
 
 
 
 
 
 

 
 
Developments in military decisional law and 
requirements for magisterial review have made 
pretrial confinement considerations increasingly 
complex.  If you consider confinement necessary, 
consult with the staff judge advocate, the chief of. 
military justice, or the trial counsel. ( See MCM, AR 
27-10, and AR 600-31.) 
 
Types of confinement include-- 

• Conditions on liberty. Under this type 
of restraint, a soldier may be required to 
avoid certain activities, places, or 
people. A speedy trial is not gauged 
against the imposition of conditions on 
liberty.  

• Restriction. Under this type of restraint, 
the accused is directed to remain within 
starts the 120-day limit required for a 
speedy trial.  

• Arrest. This type of restraint is much 
like restriction, but the soldier ordinarily 
does not perform his regular duties. 
Arrest starts the 90-day limit required for 
a speedy trial.  

• Confinement. Confinement is a full, 
physical restraint in a confinement 
facility. It starts the 90-day limit for a 
speedy trial.  

  
You must review any pretrial confinement within 72 
hours and prepare a memorandum justifying it. This  
normally occurs prior to placing a soldier in 
confinement. Within 7 days, a neutral reviewing 
officer (usually a military judge or judge advocate) 
will review your confinement justification. The 
accused may present testimony to the reviewing 
officer and may also ask the military judge to review 
the confinement at trial. (See MCM, R.C.M. 305.)  
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 HANDOUTS FOR LESSON 1:  T430 version 1 
 
 
This Appendix 
Contains 

This appendix contains the items listed in the table: 

 
Title Pages 

SH-1, Advance Sheet SH-1-1 and SH-1-2 
SH-2, Extract from fm 4-30.3 SH-2-1 thru SH-2-14 
SH-3, Extract from DA Pam 738=750 SH-3-1 thru SH-3-14 
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Student Handout 1 
 
  

This handout contains the Advance Sheet. 
 



 SH-1-2

 
Student Handout 1 

 
Advance Sheet for TSP T430, Conduct Platoon Maintenance Operations 
  
 
Overview 

 
This lesson is an overview of maintenance operations. It focuses on those functions 
that you, the platoon sergeant/section supervisor need to be aware of in order to 
supervise your soldiers in the conduct of day-to-day maintenance operations. 

 
 
Learning 
Objective 

Terminal Learning Objective (TLO).  

 
 At the completion of this lesson, you will:  

Action: Supervise platoon maintenance operations. 
Conditions: In a classroom environment, given an extract from DA Pam 

738-750 and FM 4-30.3 
Standard: Supervised the actions of subordinates to determine 

correctness during before and after operations maintenance 
activities and provided feedback on deficiencies IAW DA Pam 
738-750 and FM 4-30.3 

 
ELO A       Explain unit maintenance operations. 
ELO B       Identify the publications and records required to conduct unit  
                  maintenance operations. 
 

 
Student 
Assignments 

Before Class-- 
 

• Read Student Handout 1, Advance Sheet for TSP T430. 
 

• Read Student Handout 2, Extract from FM 4-30.3. 
 

• Read Student Handout 3, Extract from DA Pam 738-750. 
 
During Class-- 
 
Participate in classroom discussion.  

 
 

 
After Class-- 
 

• Review notes and lesson materials. 
• Turn in all recoverable materials. 

 
 
Bring to Class 

 
You must bring the following materials to class: 
 

• Student Handout 1, Advance Sheet 
• Student Handout 2, Extract from FM 4-30.3 
• Student Handout 3, Extract from DA Pam 738-750 
• Pencil or pen and writing paper 
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Student Handout 2 
 
Extract from FM 4-30.3 
 
 
This Student 
Handout Contains 
 

 
This student handout contains 22 pages of extracted material from FM 4-30.3 as 
listed below: 
 
         Cover Page                                 
         Pages viii    
         Pages 1-1 thru 1-20                       
          
 
 
Disclaimer:  The training developer downloaded this extract from the General 
Reimer Training and Doctrine Digital Library.  The student handout contains the 
text verbatim; however, the pages may differ from the source document.  The text 
may contain passive voice, misspellings, grammatical errors, etc., and may not be 
in compliance with the Army Writing Style Program.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
 

YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY, TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES, WILL SUBJECT YOU TO 
PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLECTION, ETC.) TO RECOVER 
PRINTING COSTS. 
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Preface
This manual provides authoritative doctrine for the Army maintenance system
to support maintenance operations at all echelons across the full range of
military operations as part of the combat service support (CSS) system.

During the transition period that extends through the first decade of the twenty-
first century, there will be a mixture of AOE and Force XXI units.  In this
manual, we begin to address emerging Force XXI doctrine as it impacts
maintenance operations and procedures, including organizations, equipment,
and personnel.  Interim updates to this manual, unit-specific field manuals, and
tactics, techniques, and procedures will be posted electronically on the CASCOM
Ordnance Training (http://www.cascom.army.mil/ordnance/) and the USAOCS
(http://130.114.88.10) home pages.

The intended audience of the manual includes
•  Combat and combat support commanders to give them a more universal

understanding of how maintenance support operations are organized and
provided.

•  CSS commanders and staffs to inform them on the integration of
maintenance support operations into the CSS and total Army missions.

•  Soldiers and students to give them a broad knowledge of the
maintenance support operations structure and how it works.

The proponent of this publication is HQ TRADOC.  Send comments and
recommendations on DA Form 2028 directly to Commander, USACASCOM&FL,
Training Directorate, ATTN: ATCL-AO, 401 1st Street, Suite 227, Fort Lee, VA
23801-1511.

NOTE:  Unless otherwise stated, the masculine gender in this manual refers to
both men and women.
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Chapter 1

Fundamentals

Global interdependence, reduced time, and fast-changing technology
affect every aspect of how the Ordnance Corps must do business today
and into the twenty-first century.  In a force-projection Army,
maintenance elements are increasingly required to anticipate, analyze,
and tailor available resources for effective, timely support of complex
weapon systems.  Today’s focus on adaptive planning to provide increased
options for decision makers is prompting maintenance managers to
embrace change, innovation, and flexibility at all levels.  Success will
continue to be based on the bottom-line measurement of how well our
customers’ equipment remains operational (availability), how quickly it
can be returned to service when it becomes inoperable (maintainability),
and how long the user can anticipate failure-free performance (reliability).
Sustaining decisive land force dominance through synchronized
maintenance operations will challenge commanders at all levels.  They
must understand customer requirements, the overall support concept, and
the Army maintenance system to have the right capabilities in the right
place at the right time.
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SECTION I −−−− MAINTENANCE

1-1.  Maintenance is one of the six combat service support functions that
support soldiers and their systems in the field.  It sustains materiel in an
operational status, restores it to serviceable condition, or upgrades its
functional utility through modification or product improvement.  The Army
maintenance system designates the scope of tasks performed by maintenance
activities.  It provides support planning requirements for maintenance of
materiel systems when fielded and after fielding, and it establishes
requirements for managing activities that physically perform maintenance.

1-2.  Maintenance levels form the baseline for determining which specific
maintenance tasks are assigned to each level.  They are a means to select the
scope of maintenance and the skill levels necessary for units and activities at
various command levels.

1-3.  Maintenance tasks include any action that retains or restores materiel
to a fully mission-capable condition.  Tasks range from simple preventive
maintenance checks and services (PMCS) of equipment to complex depot
operations performed in fixed shop facilities.  The maintenance allocation
chart remains the primary tool for assigning tasks.

THE ARMY MAINTENANCE SYSTEM
1-4.  Effective management of the Army maintenance system depends on a
smoothly functioning organization from the national to the unit level.  Highly
complex maintenance operations are performed at depot level while units
perform simple PMCS operations.

MAINTENANCE LEVELS

1-5.  The Army maintenance system, less aircraft, consists of a flexible, four-
level system (Figure 1-1).  Each unique level makes a different contribution
to the overall system (Figure 1-2).

MAINTENANCE LEVEL CATEGORY

Unit

Direct Support (DS)

General Support (GS)

Depot

Operator/crew

Operator/Maintainer

Organizational

Direct Support

General Support

Depot

Figure 1-1.  The Four Levels of Maintenance
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LEVEL OF
MAINTENANCE

DESCRIPTION

Unit ••••   Foundation of the maintenance system; requires
continuous emphasis by commanders.

•   Repairs made by operator/crew as well as mechanics
assigned to organization.

•   Operator/crew is cornerstone; they perform PMCS
IAW applicable operator’s series (-10 level)
technical manual (TM).

•   TM 20-series PMCS tables used to perform
scheduled PMCS services to sustain and extend
combat-capable life of equipment.

•  Repairs on certain equipment completed by
operator/maintainer.  Operator performs checks,
services, and maintenance prescribed in both -10
and -20 level TMs.

 DS • One-stop service to supported  customers.

•  Highly mobile, weapon-system-oriented
maintenance.

•  Backup support to unit-level maintenance.

•  Repair and return to the user.

•  Support provided to dedicated customers or on
area basis.

 GS •  Commodity-oriented repair of components and end
items in support of theater supply system.

•  Backup maintenance support to DS units.

•  Job shop/bay or production line operations with
capability to task/organize to meet special mission
requirements.

•  Located at echelons above corps (EAC).

NOTE:  Based on METT-TC, platoon/team-size
elements can be found as far forward as required to
support the tactical situation.

Figure 1-2.  Maintenance Level Descriptions
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LEVEL OF
MAINTENANCE

DESCRIPTION

Depot •  Maintenance performed by tables of distribution
and allowances (TDA) industrial-type activities
operated by the Army.

•  Provides combat-ready materiel to the Army
supply system.

•  Repairs and returns to wholesale supply system at
national level or, by exception, to theater of
operations.

•  Provides technical support and backup to DS and
GS maintenance units.

•  In wartime, “warfighter Commander in Chief ”
(CINC) assumes control of depot-level
maintenance operations in theater of operations.

Figure 1-2.  Maintenance Level Descriptions (Continued)

While these are distinct levels, the
overlapping capabilities.  Maintaine
of maintenance.  When mission, e
civilian considerations (METT-TC)
may also repair selected compone
and maintain technical skills.
NOTE

re is flexibility built into the system due to
rs do not lock themselves into rigid levels
nemy, terrain, troops, time available, and

 permit, maintainers at the various levels
nts to eliminate higher echelon backlogs
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LEVELS OF WAR

1-6.  Coordination of maintenance operations occurs at all levels of war (Figure
1-3 describes how the four levels of maintenance overlay the levels of war):

•  Strategic.  Maintenance operations are largely the purview of the
depot maintenance level in concert with the continental United
States (CONUS) based industrial and civilian sector.  Maintenance
management primarily links the nation’s economic base (people,
resources, and industry) to its military operations in theaters.

•  Operational.  Maintenance operations link strategic capabilities to
tactical requirements.  Managers coordinate DS and GS maintenance,
specialized/forward repair activities, and base logistics operations.  At
this level, the maintenance system both drives and supports the
supply system.  DS maintenance works to meet tactical requirements,
while GS maintenance provides commodity-oriented repair of

XXI

F O R C E

                        FORCE XXI AND BEYOND…

Maintenance XXI consolidates the current four levels of maintenance into
two levels–field and sustainment.

Field maintenance combines the organizational and direct support levels of
maintenance.  Field maintenance includes those tasks that are performed
“on-system” at the point of breakdown or the point of repair (maintenance
collection point).  At this level of maintenance, operators and maintainers fix
vehicles through the replacement of major system components.  Field
maintenance is generally performed by soldiers and maintainers assigned to
the TOE units.  However, when authorized, contractors may provide field
maintenance support for low-density, highly technical, cost-prohibitive
systems.

Sustainment maintenance combines the general support and depot levels of
maintenance.  Additionally, sustainment maintenance includes some direct-
support-level maintenance tasks.  Sustainment maintenance consists of
those tasks that are normally performed “off-system.”  At this level of
maintenance, maintainers focus on the repair of component items and their
return to the distribution system.  Component repair includes items such as
major assemblies (engines, transmissions, etc), line-replaceable units
(LRUs), and reparable-type items (starters, generators, fire control, etc).
Sustainment maintenance can be performed by corps and theater
maintenance activities, special repair activities (SRAa), or by contractors on
the battlefield.  The theater sustainment maintenance manager coordinates
and workloads sustainment maintenance activities.
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components and end items to support the theater supply system.  The
primary focus is to maximize the number of operational combat
systems available to support the tactical battle.

•  Tactical.  Maintenance operations consist of activities required to
keep weapon systems operational during battle, supporting the
tactical commander’s scheme of operation.  Managers oversee
operator/crew, unit, and DS maintenance operations.  The primary
focus is equipment repair or replacement and return to user.

LEVEL UNIT DIRECT SUPPORT GENERAL SUPPORT DEPOT
WHO •  Operator

•  Crew
•  Unit maintenance
personnel
•  Operator
/Maintainer

•  DS maintenance
units
•  Installation
support mainte-
nance shops
•  Host nation
support

•  GS maintenance
units
•  Specialized repair
activities (SRAs)
•  Installation sup-
port maintenance
shops
•  Host nation
support

•  Predominately Army
Materiel Command
(AMC)
•  Commercial
contractors
•  Host nation support

WHERE •  Breakdown site
•  Equipment
location
•  Unit maintenance
areas
•  Unit maintenance
collection point
(UMCP)

•  Mobile
maintenance shops
•  Fixed shops in
installations/ units
•  Equipment
location/
breakdown site/
UMCP
•  Division, corps,
and EAC
maintenance
collection points
(MCPs)

•  Fixed/semi-fixed
maintenance facili-
ties
•  Installation
maintenance shops
•  Equipment
location
•  EAC

•  Fixed plant-type
facilities
•  On site, on
exception
•  CONUS and selected
theaters

WHAT •  PMCS
•  Inspections by
sight and touch
•  Lubricating,
preserving, cleaning,
replacement, and
minor adjustments
authorized by
maintenance
allocation chart
(MAC)
•  Diagnosis and
fault isolation per
MAC

•  Diagnose and
isolate components
and assembly
malfunctions
•  Adjust, calibrate,
and align
components and
assemblies
•  Replace compo-
nents, modules,
assemblies, and
piece parts
•  Repair defective
end items and
components

•  Diagnose and
isolate equipment
components and
assembly malfunc-
tions to the internal
piece level
•  Adjust, calibrate,
align, and repair
components and
assemblies
•  Repair/modifica-
tion of end items/
components and
assemblies to the
internal piece part
level (overhaul)

•  Overhaul of
components and end
items
•  Repair end items,
components, assem-
blies, and modules to
original manufactured
tolerances/ specifi-
cations (rebuild)
•  Repair requiring
special environmental
facilities
•  Nondestructive
testing
•  Cyclic overhaul and
special maintenance
programs

Figure 1-3.  Maintenance Level Information
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LEVEL UNIT DIRECT SUPPORT GENERAL SUPPORT DEPOT

WHAT •  Replacement of
unserviceable parts,
modules. and
assemblies per MAC

•  Fault verification
and level of repair

•  Requisition,
receipt, storage, and
issue of repair parts
(PLL)

•  Recovery and
transport operations

•  Battle damage
assessment and
repair (BDAR)

•  Army Oil Analysis
Program (AOAP)

•  Reporting mater-
ial readiness per AR
700-138

•  Operate repair
parts supply
reparable exchange
activity (RXA)

•  Recovery

•  Light body
repairs

•  Technical
assistance

•  BDAR

•  Apply DS-level
modification work
orders (MWOs)

•  DS-level repair
/issue operational
readiness float
(ORF)

•  Reinforce
support to unit
level maintenance

•  Provide
maintenance
support teams
(MSTs)

•  Estimated cost of
damages (ECOD)
support

•  Repair parts
supply (shop stock)

•  Heavy, body, hull,
turret, frame repair

•  Collection and
classification of
unserviceable Class
VII

•  Evacuate
disposable material

•  Technical
assistance

•  Backup support to
DS units

•  Operation of
cannibalization point

•  Mobile MSTs

•  GS-level repair of
ORF

•  Limited recovery

•  Manufacture of
parts not otherwise
available

•  Technical assistance

•  Reinforcing support
to DS and GS units

•  Wholesale-level
reparable exchange

•  Restoration

•  Conversion

•  Renovation

•  Parts fabrication

•  Modification of
serviceable assets

•  Restoration of
unserviceables to
prescribed levels of
serviceability

•  Inspections/modifi-
cations requiring
extensive disassembly
or elaborate test
equipment

WHY •  Support user
unit’s materiel
readiness

•  Support using
unit materiel
readiness

•  Support theater
supply system by
repair and return to
supply stocks

•  Support of local
supply stocks, ORF
stocks of DS units,
and repair and return
to user programs

•  Support of
Army/theater supply
inventory by repair
and return to supply
stocks

•  Support of user
unit’s materiel
readiness with repair
cycle float

Figure 1-3.  Maintenance Level Information (Continued)
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SUSTAINMENT MAINTENANCE 
1-7.  Sustainment mainte
consists of active and re
(DOL), depots, special r
(FRAs), and contractor
maintenance demands an
that focuses on centrali
maintenance programs a
repair capability while pr
the least cost.

1-8.  Centers of excellence
determine how maintena
plan.  COE support the 
host nation support, and 

LOCAL SUSTAINMENT MAINTENANCE

1-9.  The local sustain
sustainment maintenanc
area that could be at mul
where an LSMM operatio
as part of the logistics sup

REGIONAL SUSTAINMENT MAINTENA

1-10.  The regional su
designated geographical 
workload among the LSM
an RSMM operation may
as part of LSE support.

NATIONAL SUSTAINMENT MAINTENA

1-11.  The national susta
sustainment maintenanc
implements policies an
maintenance support to
NSMM also participates 
provided in a seamless pr

LOGISTICS SUPPORT ELEMENTS

1-12.  Logistics support el
•  Generally move into 

they remain for the du

Elements from GS- and depot-leve
required to support the tactical situa
NOTE
l activities can be found as far forward as
tion.
SUPPORT
nance is generally performed above the DS level.  It
serve GS maintenance units, directors of logistics
epair activities (SRAs), forward repair activities
s, who can be tailored to meet sustainment
ywhere in the world.  It is integrated management
zed management with decentralized execution of
t local, regional, and national levels.  It maximizes
oviding high levels of weapon system availability at

 (COE) are established for sustainment activities to
nce units can best support the theater operations
theater supply system through TOE or TDA units,
contract personnel.

 MANAGER

ment maintenance manager (LSMM) workloads
e units and activities in a designated geographical
tiple maintenance centers.  There may be situations
n is established in an overseas theater of operations
port element (LSE).

NCE MANAGER

stainment maintenance manager (RSMM) at a
area has the authority to prioritize or redirect
Ms.  Depending on the extent of support required,

 be established in an overseas theater of operations

NCE MANAGER

inment maintenance manager (NSMM) integrates
e for the total Army.  The NSMM develops and
d procedures to provide optimal sustainment

 the full spectrum of total Army missions.  The
in developing and integrating the LSE.  Support is
ocess transparent to the user.

ements
fixed or semifixed facilities in the theater, where
ration of operations.



                                                                                                                                                            FM 4-30.3

1-9

•  Can displace forward, though in a very time-consuming, labor-and
equipment-intensive process.  However, they can deploy platoons,
sections, or teams as far forward as required to support the tactical
situation.

•  Are attached, when deployed forward, to the nearest maintenance
company; all requirements pass through that headquarters.

MAINTENANCE ALLOCATION CHART
1-13.  The maintenance allocation chart designates overall authority and
responsibility for the performance of maintenance functions on an item of
equipment.  Figure 1-4 shows a maintenance allocation chart.  Figure 1-5
describes the MAC's six columns.
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Figure 1-4.  Maintenance Allocation Chart

Group
Number

05
0505

06
0601

0602

0603

Component Assembly

COOLING SYSTEM CONT
Fan Tower Assembly

ELECTRICAL
Alternator

Voltage Regulation

Motor Starting

0.2
0.2

4.5

0.2
0.2
2.0

0.2
0.2
2.0

0.2
0.2
2.0

       *Maintenance Level
C        O        F        H        D

Maintenance
Function

Inspect
Test
Replace
Repair
Overhaul

Inspect
Test
Replace
Repair
Overhaul

Inspect
Test
Replace
Repair
Overhaul

Inspect
Test
Replace
Repair
Overhaul

0.3

8.0

0.2

1.0

2.4

Tools and
Equipment

35
37

48

Remarks

A

B

*C    Operator  or crew
  O    Organizational
  F     Direct support maintenance
  H    General support maintenance
  D    Depot maintenance

**Worktimes are included in DMWR

**

**

**

1 2 3 4 5 6

MAINTENANCE ALLOCATION CHART



                                                                                                                                                            FM 4-30.3

1-11

Column 1 - Group
Number

Lists group numbers, which identify components,
assemblies, subassemblies, and modules with the
next higher assembly.

Column 2 - Component/
Assembly

Contains noun names of components, assemblies,
subassemblies, and modules for which
maintenance is authorized.

Column 3 - Maintenance
Function

Lists functions to be performed on items in
Column 2.  Maintenance functions are limited to,
and defined as, those listed in Figure 1-6.

Column 4 - Maintenance
Level

(Four levels of
maintenance with specific
tasks divided into five
maintenance categories)

Specifies the lowest level of maintenance
authorized to perform the function listed in
Column 3.  Listing a work-time figure in the
proper subcolumn does this.  The work-time figure
represents the man-hours required to perform the
function.  The number of man-hours specified is
the average time required to restore an item to use
under field operating conditions, which includes
preparation, troubleshooting, and technical
inspection/quality control time in addition to the
time required to perform the specific task.

Column 5 - Tools and
Equipment

Names by code the common tool sets, special tools,
and test/support equipment required to perform
the designated function.

Column 6 - Remarks Lists references to the page at the end of the MAC.

Figure 1-5.  MAC Columns

LOCATION

1-14.  The MAC is found in equipment technical manuals that contain unit-
level (-12, -13, -14, -20, 23, and -24) maintenance procedures.  Some recently
fielded, highly complex weapon systems have separate manuals for the MAC.
In those instances, the technical manual has the same first eight digits as
other series technical manuals, followed by "MAC."  For example, the MAC
for the M1 tank is TM 9-2350-255-MAC.
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OBJECTIVES

1-15.  The Army maintenance system is organized to service and repair
equipment throughout its in-service life.  Organizations are tailored to
provide the required equipment maintenance capability at appropriate levels
throughout the maintenance system.

1-16.  To ensure balance in the maintenance system, it is important that the
responsibilities of each maintenance level be kept in perspective.  It is a
tactical necessity for user units to perform preventive maintenance.
However, users are not expected to perform support or depot maintenance.

FUNCTIONS

1-17.  Maintenance functions are defined in Figure 1-6.

Title Description

Inspect To determine the serviceability of an item by comparing its
physical, mechanical, or electrical characteristics with
established standards through examination.

Test To verify serviceability by measuring the mechanical,
pneumatic, hydraulic, or electrical characteristics of an
item and comparing with prescribed standards.

Service To perform maintenance required periodically to keep an
item in operating condition.

Adjust/Align To maintain or regulate an item, within prescribed limits,
by bringing it into proper or exact position or by setting the
operating characteristics to specified parameters.

Calibrate To determine corrections and cause them to be made or to
make adjustments on instruments or test, measurement
and diagnostic equipment (TMDE) used in precision
measurement.

Remove/Install To remove and install the same type of item. Could also
occur separately (e.g., modification work order [MWO],
installation kit, but nothing removed).

Replace To remove an unserviceable item and install a serviceable
counterpart in its place.  (Could refer to fluids, e.g., oil.).

Repair To perform maintenance required to correct material
damage and to restore an item to serviceability standards.

Figure 1-6.  Maintenance Functions
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Title Description

Overhaul To restore an item to a completely serviceable/operational
condition as required by maintenance standards in
appropriate technical publications.

Rebuild To restore unserviceable equipment to a like-new condition
IAW original manufacturing standards.  Rebuild is the
highest degree of materiel maintenance applied to Army
equipment.

Figure 1-6.  Maintenance Functions (Continued)

SECTION II −−−− MAINTENANCE SUPPORT

1-18.  Maintenance support is a flexible, decentralized operation
(maintenance execution) capable of keeping up with shifts in operational
tempo.  Centralized control (maintenance management) provides maximum
resource use to accomplish the mission.  The maintenance support concept
focuses on sustaining operations by maximizing equipment availability to the
force-projection Army.  It strives to create a seamless system operating across
strategic, operational, and tactical levels, interweaving and mutually
supporting all levels of maintenance for maximum effectiveness.
Maintenance support requires continuous coordination with customer units
to tie the soldier in the field to the national level.  The emerging operational
concept for maintenance embraces requirements and capabilities in an
interlocking scheme of maintenance support from the breakdown site to the
CONUS base.

1-19.  Operations in peacetime and in combat place heavy demands on
equipment.  Weapon systems and other equipment are subject to severe use.
A tank that will not move is a definite liability to the tactical commander.  A
radio that does not work can cause a breakdown of communications that
could result in the loss of lives.  The link between the using organization and
maintenance support is a trained operator/crew who can properly use and
maintain the equipment.  Though time is limited, the continued availability
of equipment demands that the operator/crew perform PMCS.

1-20.  The cornerstones of maintenance support are the tenets, "fix forward"
and "anticipate support."  Repairing equipment far forward enhances the
ability to quickly return the maximum number of combat systems, at the
earliest opportunity, as close to the using unit as possible.  Anticipating
future requirements allows prepositioning of maintenance support
capabilities.  Anticipation rests on the ability to foresee future operations and
to identify, accumulate, and maintain the assets, capabilities, and
information required to support them.
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XXI

F O R C E

      FORCE XXI AND BEYOND…

Replace Forward and Repair Rear:  Replacing line-replaceable units or
modules instead of attempting to repair them, leveraging advanced
prognostics and diagnostics tools, support equipment, and training.  The line-
replaceable units or modules are then retrograded to higher levels of
maintenance for repair and return to the distribution system.

Force XXI field maintenance operations are characterized by lean, modular,
and enabled maintenance units focused on maximizing combat power.  The
velocity at which future field maintenance operations must be performed,
Force XXI distributed operations, the capabilities of battlefield distribution, and
expected gains in diagnostics and prognostics facilitate our ability to fix
equipment forward through replacement of LRUs or component assemblies.

Replace Forward means a soldier performs "on-system" maintenance.  "On
system" refers to replacing components or subcomponents at the point of
repair, the breakdown site, or the UMCP.  Maintainers normally diagnose
down to the major component failure.  They then replace that component and
return the system to operational condition.  Based on METT-TC, the soldier
may diagnose and replace subcomponent items depending on the availability
of tools, parts, and time.  An example of a replace function is the replacement
of a full-up power pack (FUPP).  If a serviceable FUPP is available, the
maintainer replaces the major assembly.  If the FUPP is not available, the
maintainer might swap out a serviceable engine from an unserviceable FUPP
with a bad transmission.

Repair Rear means that soldiers perform "off-system" maintenance.  "Off
system" refers to those actions taken to return components and
subcomponents of weapon systems to serviceable condition.  These repair
actions take place at designated places throughout the battlefield.  Corps
maintenance units may have the capability to repair certain LRUs or
assemblies for major weapons systems they support.  Corps component repair
companies or special repair activities in the corps or theater area repair other
components and assemblies as determined by sustainment maintenance
managers.  An example of a repair function at the corps or theater level is the
rebuild of a tank engine or other major assembly.
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1-21.  Leaders must tailor and position maintenance support to provide quick,
mobile responses to changes in units and weapon systems.  Maintenance
managers must coordinate the best use of available resources to repair and
return the maximum number of critical items.  They must maintain close,
consistent interaction between maintenance organizations and their supply
support activities to ensure quick access to repair parts.  Support elements
must perform maintenance work as far forward as practical within the
limitations of METT-TC and the commander's priorities.

XXI

F O R C E

        FORCE XXI AND BEYOND…

Combined Organizational/Direct Support-Level Maintenance for the
Maneuver Task Force:  Unifying organizational- and DS-level maintenance
responsibilities and capabilities into one organization, the Division XXI
Forward Support Company, to focus maintenance leadership, management,
technical expertise, and assets under a single logistics operator.  This
ensures maintenance can be planned, allocated, and swiftly executed when
and where needed in order to satisfy the commander’s requirements.

Efficiency in maintenance management and effectiveness of maintenance
operations are maximized when organizational- and DS-level maintenance
operations are consolidated into one organization.  This concept eliminates
the loss of time and job continuity associated with the transition of
organizational-level job orders to direct support job orders and vice versa.
Consolidated maintenance gives maintenance managers the flexibility to
dispatch more effective maintenance teams forward because of centralized
control over and access to more capability.  The concept brings maintenance
assets under a single logistics operator for maintenance, the maintenance
control officer.  It also brings together maintenance leadership and
management so that maintenance support is planned, resourced, and
executed when and where needed with a unified focus supporting a common
mission and objective.

Enablers such as the multicapable maintainer (MCM), forward repair system
(FRS), and advanced diagnostics and prognostics give the combat repair
teams (CRTs) the ability to execute this concept.  The CRTs have the right
people with the right tools and test equipment to provide field maintenance
forward on the battlefield and rapidly return combat systems to the fight.
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1-22.  Recovery assets move inoperable equipment to a designated location
(unit maintenance collection point) or to a maintenance activity best suited to
perform the repair.  Maintenance activities may evacuate equipment to
another maintenance activity in order to balance the workload of forward
elements so that they can meet new requirements.

METHODS

1-23.  The four methods of support used by maintenance organizations are

•  Forward support.
•  Area support.
•  Backup/Reinforcing support.
•  Passback support.

Figure 1-7 gives a brief description of each method.

Method Description

Forward Support •  Maintenance oriented toward quick turnaround
to the user in order to maximize operational
time by minimizing repair and evacuation
downtime.

•  End item repair thrust as far forward as
possible within tactical time criteria, or
recovered and evacuated to the point where
repair can be made.  "Fix forward" remains the
preferred maintenance concept.

Area Support •  Maintenance resources concentrated in a
defined geographic area based on type and
quantity of equipment supported.

•  Focus placed on supporting units operating in or
moving through defined geographic boundaries.

Backup/Reinforcing
Support

•  Customer backup support provided to supported
unit for excessive maintenance requirements
that cannot be performed due to time or resource
limitations.

Figure 1-7.  Description of Support Methods
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Method Description

Backup/Reinforcing
Support (continued)

•  Backup support provided to like maintenance
unit for temporary excessive requirements that
must be performed to meet operational
readiness needs.

Passback Support •  Passback support provided by one maintenance
unit to a supported maintenance unit.  This
requirement is a predictable and permanent
maintenance workload that is allocated by force
structure.

Figure 1-7.  Description of Support Methods (Continued)

MANAGING BATTLEFIELD MAINTENANCE
1-24.  When requirements have been identified, the maintenance manager
must identify the resources on hand and those already committed.  Available
resources are then managed within the established support framework to
return the maximum number of items to fully mission-capable status.

1-25.  When a shift or change in priorities could provide a greater overall
return, the maintenance manager takes appropriate action or makes
recommendations through the chain of command.  Although a maintenance
planner may not formally lay out a management matrix as such, a mental
estimate of these factors is necessary.  Figure 1-8 shows the basic concept for
managing maintenance support on the battlefield.

Figure 1-8.  Managing Battlefield Maintenance Support
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BATTLE DAMAGE ASSESSMENT AND REPAIR

1-26.  BDAR is used to inspect damaged equipment to determine the extent of
damage, to classify the equipment according to the type of repairs required,
and to develop a plan of action for each item.  Priorities for repair of battle-
damaged systems are as follows:
•  Most essential for completion of the immediate mission.
•  Can be repaired in the least amount of time.
•  Reparable but not in time to continue the immediate mission.

1-27.  BDAR uses emergency expedient repairs, as outlined in BDAR
technical manuals, to return the system to fully or partially mission-capable
status.  Under combat conditions, BDAR may be performed on fueled or
armed systems.  The commander may also waive other precautions.  All
operations must be conducted as safely as possible.

ORGANIZATIONAL FLEXIBILITY

1-28.  Maintenance managers must be aware of changing support
requirements and must tailor maintenance resources to ensure support is
provided as required.  This tailoring encompasses adding or removing
resources, such as personnel and equipment, to meet mission requirements
and to best support the tactical commander's intent.  Restructuring company
maintenance teams (CMTs) or requesting maintenance support team (MST)
assistance from supporting maintenance units should be done as required.

REPAIRS AND RECOVERY

1-29.  To maximize unit combat readiness, equipment must be repaired and
returned to the user as quickly as possible.  Repairs should be made as far
forward as possible.  As equipment in the corps and communications zone
(COMMZ) is not always "forward," forward also means on site or at the
supported unit's UMCP.

1-30.  Recovery of equipment to maintenance collection points removes
equipment from using units and increases the time it is not available.
Repairing equipment as far forward as possible reduces transportation
requirements and non-mission-capable time and increases equipment
availability.

1-31.  Commanders must ensure that the degree of maintenance performed is
consistent with technical and tactical requirements.  During combat, only
maintenance needed to return equipment to mission-capable status is
performed.  This concentrates the maintenance effort on those areas that
affect the outcome of the battle.

NOTE

Equipment that is damaged beyond repair becomes a
candidate for cannibalization.
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1-32.  Non-mission-essential maintenance is deferred until after the battle.
Sometimes a weapon or support system may contain redundant systems that
enable it to operate even when one or more of them are damaged.
Commanders may decide to keep a weapon/support system in the battle at
reduced capability rather than lose it entirely while the inoperable system is
repaired.

CENTRALIZED MANAGEMENT OF DECENTRALIZED OPERATIONS
1-33.  Maintenance managers at all levels must maintain control over their
respective maintenance operations even though the support is decentralized.
This provides support as far forward as possible and focuses available
maintenance resources on the work to be done.

MANAGER RESPONSIBILITIES

1-34.  Managers must be aware of both the maintenance workload and
available resources in order to make necessary maintenance support
decisions.  Since the situation may change rapidly, information must be as
near real time as possible.  Managers must direct the use of maintenance
resources or shift the workload to the maintenance elements best suited to
make the repair.  They should avoid having damaged equipment awaiting
repairs in one area of the battlefield while maintenance personnel are idle in
another.  Managers must create a flexible maintenance environment so that
resources and workloads can cross various command boundaries.

REPORTING SYSTEMS

1-35.  Accurate reporting is the link between decentralized operations and
centralized management.  The measure of success of a maintenance manager
is based on the ability to manage maintenance operations to maintain desired
operational readiness standards.  The Unit-Level Logistics System-Ground
(ULLS-G) performs The Army Maintenance Management System (TAMMS)
functions at the unit maintenance level.  The Standard Army Maintenance
System (SAMS) provides maintenance managers with an automated
management information system that can assist them in managing DS
maintenance operations.

1-36.  For additional guidance, maintenance managers should refer to
Training Circular (TC) 43-4.
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XXI

F O R C E

        FORCE XXI AND BEYOND…

The Army is currently developing a seamless, interoperable system that
consolidates the current stovepipe management information systems.
Global Command Support System–Army (GCSS-Army) integrates and
standardizes the format for data entry used by current Army systems.
GCSS-Army also standardizes communication protocols.  GCSS-Army
consists of multiple modules that interface with each other.  The modules
related to ordnance maintenance operations are listed below:

Maintenance Module (MNT):

GCSS-Army combines the functions of the current ULLS-G, ULLS-A, and
SAMS-1 systems into a single maintenance module.  This module manages
workload and coordinates repair services, provides applicable financial
information, reports maintenance status, and performs TAMMS records
management.  The module will also leverage emerging technologies to
support split-base operations and increased mission support requirements.
The module has the capability to process Class IX supply requisitions.

Management Module (MGT):

GCSS-Army will integrate the capabilities currently found in the SARSS-O
ILAP, the maintenance management reporting performed by SAMS-2, and
the planning and management functions developed for ULLS-S4 (logistics
estimates, CSS planning and management-type functions, and unit status
reporting).  The MGT module will allow users the ability to access required
CSS data from a single database and make decisions using that data.

Integrated Management Module (IMM):

GCSS-Army integrates the functionality of SAAS-Mod, SPBS-R, SARSS-
2A, SARSS-2AC, SARSS-B, SARSS-Gateway, and SAMS-2.  This
integration produces a package of functions for use by sections within
materiel management centers at all levels.
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Chapter 1
Introduction

1–1. Purpose
a. This pamphlet indicates which records are required to control

and manage equipment and maintenance. AR 750–1 sets the policy
for keeping the records outlined in this pamphlet.

b. This pamphlet applies to all Army equipment, except installed
equipment (see AR 420–17), industrial production equipment, non-
standard equipment that has not been type classified or assigned a
N a t i o n a l  S t o c k  N u m b e r  ( N S N ) ,  e q u i p m e n t  b o u g h t  w i t h  n o n a p -
propriated funds, and medical equipment covered by TB 38–750–2.

c. The forms and records are used to—
(1) Control equipment and manage maintenance.
(2) Make equipment improvement recommendations (EIRs) and

product quality deficiency reports.
( 3 )  A s k  f o r ,  a p p l y ,  a n d  r e p o r t  M o d i f i c a t i o n  W o r k  O r d e r s

(MWOS).
(4) Keep track of and report on the condition, status, and opera-

tion of equipment.
(5) Collect and report information used to design new equipment

and redesign and improve current equipment.
(6) Gather information for special one–time studies and projects.

When the forms do not meet the needs of a study or project, ask
HQDA (DALO–SMM), WASH DC 20310–0546, for approval to
vary from this pamphlet.

(7) Get special maintenance information from selected units in
selected areas. This sampling will be limited to a stated number and
a specific type, model, or series of equipment. The sample can be
t a k e n  f o r  o n l y  a  l i m i t e d  t i m e .  A R  7 5 0 – 1  g o v e r n s  s a m p l i n g
programs.

(8) File warranty claim actions (WCAs).

1–2. References
Required and related publications and prescribed and referenced
forms are listed in appendix A.

1–3. Explanation of abbreviations and terms
Abbreviations and special terms used in this regulation are ex-
plained in the consolidated glossary. Other military terms are de-
fined in AR 310–25.

1–4. Exceptions
This pamphlet cannot be supplemented or changed without approval
from HQDA (DALO–SMM), WASH DC 20310–0546.

1–5. Types of records
a. Operational records. Operational records give the information

needed to control equipment. They help plan, manage, and put the
equipment and personnel to the best use.Operational records are in
chapter 2.

b .  M a i n t e n a n c e  r e c o r d s .  M a i n t e n a n c e  r e c o r d s  c o n t r o l  m a i n t e -
nance schedules and services, inspections, and repair workloads; and
are used to report, ask for, and record repair work.They help keep
up with the status of equipment for readiness, warranty, equipment
use, and logistics reports. Maintenance records are in chapter 3.

c .  N o n a e r o n a u t i c a l  E q u i p m e n t ,  A r m y  O i l  A n a l y s i s  P r o g r a m
(AOAP). Technical information, instructions, and operating proce-
dures for nonaeronautical equipment enrolled in the AOAP are de-
scribed in chapter 4. Policies, objectives, and responsibilities of the
AOAP are prescribed in AR 750–1.

d. Equipment historical records. Historical records are permanent
forms on the receipt, operation, maintenance, modification, transfer,
and disposal of individual items of equipment. These records are in
chapter 5.

e. Watercraft records. Records for U.S. Army floating craft are
in chapter 6.

f. Rail equipment records. Chapter 7 covers records for U.S.
Army rail equipment.

g .  C o m m u n i c a t i o n  s e c u r i t y  ( C O M S E C )  e q u i p m e n t . C O M S E C
equipment records are in chapter 8.

h. Ammunition records. Use ammunition records to control and
report on munitions. Nuclear weapon reporting is covered by (C)
TB 9–1100–803–15. Ammunition records are in chapter 9.

i. Supply and Maintenance Assessment and Review Team(SMA-
RT). The purpose of SMART, how to submit a SMART initiative,
and a list of SMART Initiatives are included in chapter 10.

j. Deficiency reports. Procedures to report deficiency reports are
in chapter 11.

k. Unit Level Logistics System (ULLS) user procedures. ULLS
user procedures are outlined in chapter 12.

l. Standard Army Maintenance System (SAMS) user procedures.
Forms and procedures unique to SAMS users are outlined in chapter
13.

1–6. General instructions
a. Information about equipment forms and records, and specific

details on how to use, fill out, and handle each form is found in the
related chapter. Unless the specific instructions for the form say
otherwise, the following rules apply:

(1) Nonapplicable entries will be left blank.
(2) All entries on the forms will be printed or typed except

personal signatures and initials. All forms and records will be filled
out in pencil, unless the specific instructions tell you to use ink. If
ink is required, you will use a blue or black pen.Repeated informa-
tion can be entered by rubber stamp. Typed and stamped entries will
be in blue or black. Grease pencils, felt tip marker, and colored
pencils will not be used except as directed for corrected copies.

(3) Time and effort can be saved by using abbreviations. Use
only the abbreviations in AR 310–50, AR 700–138, appendix B, and
the consolidated glossary.

(4) Authorized codes for forms are listed in appendix B.
(5) Ditto symbols may be used. However, make sure the symbols

cannot be misunderstood.
(6) Forms may be overprinted when the information is repeated

each time the form is used for a particular purpose. For example,
heading information or inspection items may be overprinted.

(7) The terms noun, noun abbreviation, and noun nomenclature
refer to the same basic identification. These terms may be used
interchangeably.

(8) Use the examples and illustrations as guides only. Read the
text and figure instructions. Then fill out your forms showing your
own equipment, unit, and status. If there is a conflict between the
form and the instructions in the figure, use the instructions.

(9) Forms will not be changed or altered. You will not use
locally devised forms instead of, or in addition to, the forms in this
pamphlet. When forms do not give you needed information, you can
ask permission to vary from this pamphlet. However, you will not
v a r y  f r o m  t h e s e  r e q u i r e m e n t s  w i t h o u t  w r i t t e n  p e r m i s s i o n  f r o m
HQDA(DALO–SMM), WASH DC 20310–0546.

( 1 0 )  C o m m a n d e r s  a p p o i n t  a  d e s i g n a t e d  r e p r e s e n t a t i v e  t o  s i g n
some forms and records. When a representative is appointed, that
authority must be in writing on a memorandum, orders, or a DA
Form 1687 (Notice of Delegation of Authority–Receipt for Sup-
plies).See DA Pam 710–2–1.

(11) Where rank/grade is mentioned, rank refers to military(e.g.,
CPT), and grade refers to civilian (e.g., WG–09).

(12) Use julian or calendar dates unless the specific form instruc-
tions tell the type of date to put on a form.

(13) Do not make out forms and records until you have an entry
for them.

(14) Disposition instructions are provided for each form. A form
may be retained beyond the prescribed period when required locally
to assist management or in special situations. A form will not be
retained beyond the prescribed time merely for inspection purposes.

(15) Wherever a masculine pronoun “he”,“him”, or “his” is used,
it will be construed to include the feminine “she”, “her”, or “hers”
as appropriate.

b. Commanders direct the preparation of forms for local manage-
ment purposes. The forms used for local management purposes, and
not directed to be maintained by other guidance, will not be sent
outside the command.

1DA PAM 738–750 • 1 August 1994



c. The forms are no good unless the information is readable,
correct, and complete. If a form is found with missing or incorrect
information, check the applicable instructions for the form. If those
instructions say the form or the information stays within the unit,
just correct the form. Erase, use correction fluid or tape, or line
through the wrong information. Write the correct information above
the line or where the old entry was. Some information or entries
cannot be changed. Check the specific form instructions before you
erase, correct, or line through entries.

d. Whenever you make an EIR, check AR 672–20. Many EIRs
qualify as suggestions and could earn you some money.

e. This pamphlet gives instructions for manually preparing main-
tenance forms and records. Some Department of the Army (DA)sta-
n d a r d  a u t o m a t e d  s y s t e m s  ( A D P E – s u p p o r t e d )  a l s o  r e q u i r e
maintenance forms and records. The instructions for filling out the
forms under those systems are in the manuals for those systems.
When the automated system you are under disagrees with this pam-
phlet, go with the automated system manual. But, the automated
system manual rules over this pamphlet only when—

(1) The unit or activity that makes out the records has approval
to use the DA standard automated system.

(2) The equipment records for the automated system meet the
needs of this pamphlet.

(3) Reports required to be sent to the national level also fit the
needs of this pamphlet. Those reports will meet the format and data
reduction requirements in chapter 5.

f. Units or activities that are ULLS users will comply with the
system’s automated users manual. ULLS provides automated proce-
dures for performing and managing limited TAMMS functions and
standard motor pool operations. Many manual forms are replaced by
automated records in ULLS. The forms automated through ULLS
are authorized and will be used in place of the manual forms.

g. Units or activities operating under SAMS will use procedures
as outlined in AISM 25–L21–AHN–BUR–EM.

h. Units or air traffic control (ATC) facilities that maintain non-
standard Army ATC equipment must still use all historical and
maintenance related forms in this pamphlet, as appropriate, as well
as any other maintenance forms that are directed by the specific
equipment’s technical publications.

1–7. Forms requirements
a. The required forms and records give you and your commander

a  p i c t u r e  o f  t h e  e q u i p m e n t ’ s  c o n d i t i o n ,  u s e ,  o p e r a t i o n ,  a n d
needs.The ultimate purpose of this information is to have the equip-
ment safe and ready for combat.

b. Operators, dispatchers, records clerks, mechanics, prescribed
load list clerks, supervisors, and commanders have an equal stake in
maintaining the forms.

c. The forms and records will not be redone just for neatness(See
para 1–6c). Redo historical forms and records, as shown below, only
when the original form is lost or so damaged that the information is
no longer readable.

(1) When a historical form is redone, move all the information
from the old form to the new one. In the remarks block of the new
form or in the top or bottom margin, print: “New Form Initiated”
and the date. The commander or the commander’s designated repre-
sentative signs the entry. Put UNK for unknown in any block that
cannot be read. Throw away the national maintenance point (NMP)
copies of forms made to replace lost or damaged forms.See the
following instructions:

(a) These instructions apply only when the original form was on
hand, but was lost or damaged.

(b) If equipment requiring a DA Form 2408–9 (Equipment Con-
trol Record) arrives in the unit without a form or there is no record
of a DA Form 2408–9 on it, use the instructions in paragraph 5–2a.

(2) If you lose, damage, falsify, or destroy a record intentionally
or through negligence, you will be subject to disciplinary action.
These forms and records are important.

1–8. Status symbols
a. Status symbols are used on forms and records to show the

seriousness of equipment faults or problems. The five status sym-
bols below are used (X, CIRCLED X, HORIZONTAL DASH (–),
DIAGONAL SLASH (/), and LAST NAME INITIAL):

(1) X. An X status symbol is for a fault or equipment condition
that is a deficiency. Deficiencies put the equipment in an inoperable
status. No one will authorize or order equipment operated until the
X condition is repaired or status changed. If the condition is unusual
and could occur on other similar equipment, check the other equip-
ment. The commander or the commander’s designated representa-
tive will immediately place all similar equipment in an X status
symbol. Each item will be inspected. If the unsafe condition is
found, it must be fixed; and, if necessary, a Category I deficiency
report submitted, as outlined in chapter 11.Leave the equipment in
an X status until instructions are received.An X status symbol ap-
plies to the following situations:

(a) Deficiency on the equipment. The motor officer, maintenance
officer, or designated representative will inspect all work taken to
correct each status symbol X and CIRCLED X deficiency.

(b) Component or assembly is defective or removed and makes
the equipment unsafe to operate.

(c) Equipment has a deficiency listed in the “not mission capable
if” (formerly equipment not ready/available if) of the equipment
TMs PMCS table.

(d) Fault that endangers the lives of the operator or crew, listed
in AR 385–55 as NMC, or that would further damage the equip-
ment. This equipment will not be reported on MCSR unless listed in
the NMC column of PMCS tables, but will be an administrative
deadline.

(e) Urgent MWO has been published, but not applied to the
equipment.

(f) Safety–of–Use message issued stating a potentially dangerous
or unsafe condition on your equipment.

(g) The commander judges the equipment not able to do its
mission.

(2) CIRCLED X. A CIRCLED X means the equipment has a
deficiency but may be operated under set limitations. The com-
mander or the commander’s designated representative may authorize
limited operation. The limited operation is usually for a one–time
only operation but is dependent on the mission. A CIRCLED X
status symbol applies to the following situations:

(a) Limited urgent MWO or deficiency with limiting conditions
on your equipment. Limited condition means the equipment can be
operated, but only within limits set by the MWO or other publica-
tion. The limits may affect operation or require a maintenance ac-
tion in a set time.

(b) Potentially dangerous condition that requires limiting opera-
tions. When you find this type of condition, inspect other similar
equipment. The commander or the commander’s designated repre-
sentative will put all similar equipment under limited operations.
Send in a Category I deficiency report as outlined in chapter 11.

(3) HORIZONTAL DASH (–). A HORIZONTAL DASH shows
that an inspection, component replacement, or overdue MWO has
not been done or applied.

(4) DIAGONAL SLASH (/). A DIAGONAL SLASH shows a
fault with equipment other than a deficiency. Faults must be fixed to
make the equipment fully usable and to prevent more problems.

(5) LAST NAME INITIAL. A LAST NAME INITIAL shows a
completely satisfactory condition or a corrected fault.

b. Status symbols reflect the judgment of the person making the
inspection, operating the equipment, or doing the maintenance.No
one will order an individual to change a status symbol. All changes
become permanent, except CIRCLED X, until the fault is corrected
or determined otherwise by the commander’s designated representa-
tive, who will be knowledgeable in maintenance. The faults will be
corrected per the Army –10 and –20 PMCS maintenance standards
as noted in AR 750–1. A status symbol will be changed only under
the following conditions:
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(1) Status symbol change. The commander or commander’s des-
ignated representative will ensure that the following is accomplished
if they disagree with a status symbol:

(a) Changes can be made from a less serious to a more serious
status symbol, and from a serious to a less serious status symbol.

(b) The commander or commander’s designated representative
will show a status symbol change on a DA Form 2404 (Equipment
Inspection and Maintenance Worksheet) by re–entering the fault and
new status symbol on the next open line. Print “status symbol
change” in column d next to the fault.

(c) When either the original or final (change) status symbol is an
X or a CIRCLED X, the repair work will be inspected. When the
repair is finished, the repairer who performed the work will initial in
column e. The commander or commander’s designated representa-
tive will designate a qualified person who has not performed the
repair work. This designated inspector will put his last name initial
over the status symbol to accept the work and start the process to
close out the fault.

(2) Changing an X to a CIRCLED X status symbol. A fault with
an X status symbol puts the equipment in an inoperative condition.
The equipment may have to be sent to a higher level maintenance
activity for repair. Operating equipment in a CIRCLED X status
symbol always carries some risk or danger. The commander or
commander’s designated representative will verify deficiency on a
daily or mission basis, whichever is greater.

(a) Before allowing limited operations, make sure the crew or
operators will not be endangered or the equipment further damaged.

(b) Changing an X to a CIRCLED X is temporary. When the
daily or mission dispatch is over, the equipment goes back to an X
status symbol.

(c) Changing an X not mission capable (NMC) condition to a
CIRCLED X only effects operation of the equipment. The time is
still counted as NMC on the DA Form 2406 (Materiel Condition
S t a t u s  R e p o r t ) ,  D A  F o r m  3 2 6 6 – 1  ( M i s s i l e  M a t e r i e l  R e a d i n e s s
Report), DD Form 314 (Preventive Maintenance Schedule and Re-
c o r d ) ,  a n d  D A  F o r m  3 2 6 6 – 2 R  ( M i s s i l e  M a t e r i e l  S t a t u s  R e p o r t
Worksheet).

1–9. How to report errors, recommend improvements, and
ask for help

a. If you need help or have questions about this pamphlet, send a
letter through your command to the Director, USAMC Logistics
Support Activity, ATTN: AMXLS–RRM, Redstone Arsenal, AL
35898–7466. Be sure to send the letter through channels, as the
answer you need may be nearby. Your command will try to answer
your question before passing it on. If you go through channels, you
will get an answer sooner.

b. Make sure your DA Forms 2028 (Recommended Changes to
Publications and Blank Forms) and letters asking for information list
the paragraph and page number. Remember to add your name and
DSN or commercial phone number.

1–10. Sample data collection
a. Sample data collection (SDC) is the DA authorized process in

accordance with AR 750–1 and AR 750–2 for collecting and ad-
ministering information on fielded Army equipment and equipment
support.

b. Data is collected on specific equipment in specific units for
specific objectives. The data provides equipment developers and
equipment managers with actual field performance information in
support of supply, maintenance, or engineering evaluations. The
SDC Program establishes an audit trail and supports evaluations of
SDC specific objectives; for example, evaluated fielded systems
currently in production using engineering service type data for the
purpose of improving the production system reliability, availability,
maintainability, and readiness characteristics.

c. HQDA approves all SDC projects. The executive agent desig-
nated by DA for SDC management will announce the initiation of

an SDC project by message 30 days before the SDC project imple-
mentation date. Participating units will be information addresses on
those messages.

d .  A c c u r a t e ,  t i m e l y ,  a n d  c o m p l e t e  r e c o r d i n g  o f  a l l  d a t a  o n
TAMMS and SAMS forms and records by participating SDC units
is essential to the success of an SDC project.

e .  S D C  p r o j e c t  d o c u m e n t a t i o n  i n c l u d e s  a  m a j o r  A r m y  c o m -
mand(MACOM) approved Field Procedures Guide (FPG), contain-
ing specific responsibilities, procedures, and instructions on what
TAMMS, and SAMS forms will be required for the SDC project. In
certain instances, it is necessary for the TAMMS forms to be modi-
fied to allow for the collection of essential data (for example, mili-
tary occupational specialty (MOS) is not a required entry on the DA
Form 2404 by the instructions in this pamphlet). Modified TAMMS
and SAMS forms will only be used upon MACOM approval. There-
fore, participating SDC units will ensure modified TAMMS and
S A M S  f o r m s ,  i f  a p p l i c a b l e ,  a r e  c o m p l e t e d  a s  d i r e c t e d  i n  t h e
MACOM approved FPG.

f. AR 750–1 authorizes unit personnel in selected units to record
data on special SDC forms. The use of special forms is restricted to
a minimum and will be approved only with strong justification and
per an approved SDC plan and FPG. Units participating in SDC
projects will complete the applicable SDC form as directed by the
MACOM approved SDC FPG. MACOM approval of the SDC FPG
serves as the authority for unit personnel to complete the special
SDC form.

Chapter 2
Operational Records and Dispatch Procedures

2–1. General procedures
a. This chapter tells how to make out and use forms for equip-

ment operation, dispatch, and control.
b. The forms and records will be kept by all units, organizations,

and activities who operate self–powered vehicles, towed vehicles,
and stationary powered equipment. These forms may be used for
other equipment when the commander wants hours of use, fuel, and
oil added or other information.

c. Units with automatic data processing equipment support will
use printouts or automated forms in place of the manual forms in
this chapter.

d. The following publications tell how to train, test, and license
equipment operators, except on aircraft, and report accidents:

(1) AR 55–19
(2) AR 56–9
(3) AR 190–51
(4) AR 385–40
(5) AR 385–55
(6) AR 600–55
(7) AR 700–84
(8) FM 21–17
(9) FM 55–30
(10) FM 21–305
(11) FM 21–306
(12) TB 600–1
(13) TB 600–2

2–2. How to dispatch equipment
a. Dispatching is the method by which a commander controls the

use of equipment. However, allowing equipment to be used carries
with it the responsibility for both the equipment and the operator’s
safety. Commanders ensure that dispatching procedures are under-
stood and followed.

b. The commander appoints a responsible person to the duties of
a dispatcher (reference para 1–6a(10)).

c. The dispatcher—
(1) Fills requests for equipment to be issued or used.
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(2) Checks the operator’s OF 346 (U.S. Government Motor Vehi-
cle Operator’s Identification Card) or DA Form 5984–E (U.S.Gove-
r n m e n t  M o t o r  V e h i c l e  O p e r a t o r ’ s  I d e n t i f i c a t i o n  C a r d )
(Automated)to make sure the operator is licensed for the equipment
requested.

( 3 )  I s s u e s  a n d  c o l l e c t s  t h e  e q u i p m e n t  r e c o r d  f o l d e r  a n d  t h e
needed forms in the folder.

(4) Makes sure that the operators make needed and correct en-
tries on the forms in the equipment record folder.

(5) Logs equipment in and out on the DA Form 2401(Organiz-
ational Control Record for Equipment).

(6) Makes required entries on the DD Form 1970 (Motor Equip-
ment Utilization Record).

(7) Makes sure equipment faults are reported to maintenance
personnel using DA Form 2404.

(8) Reports any differences in stated and actual destinations or
missions.

(9) Notes any services done during the dispatch, AOAP samples
taken, and so forth. Update the DA Form 5823 (Equipment Identifi-
cation Card) to show any new information.

d. The dispatch loop describes the following procedures that will
be followed when dispatching equipment:

(1) The operator reports to the dispatcher. For equipment needing
licensed operators, the operator’s OF 346 or DA Form 5984–E
(Automated) will list or cover the item.

(2) The dispatcher gives the operator an equipment record folder
with all the forms that will be needed during the mission.Both the
dispatcher and the operator check the DA Form 5823 on the front of
the folder for services due on the equipment. For unusual dispatch
situations such as field training exercises or alerts, forms and pack-
ets will be prepared in advance.

(3) The operator uses the equipment TM for before–operation
PMCS. Any faults the operator can fix will be fixed. Other faults,
not already on the DA Form 2408–14 (Uncorrected Fault Record),
go on the DA Form 2404. Nontactical equipment may not have a
PMCS. Use a local checklist as a PMCS for that equipment.Oper-
ational checks and services will be performed before the equipment
leaves the motor pool or other dispatch point. Operational checks
will be performed while the equipment is being operated.Operatio-
nal checks and services will be performed when the equipment
completes the mission or returns to the motor pool or dispatch point.

(4) The operator and/or mechanic fixes any new faults, if possi-
ble. The commander or the commander’s representative decides if
any remaining faults go on the DA Form 2408–14 or keep the
equipment from being dispatched.

(5) If the equipment is ready to dispatch, the dispatcher makes
needed entries on the DA Form 2401 and validates the DD Form
1970 with signature and date.

(6) The operator leaves with the equipment and equipment record
folder with all needed forms. During–operation checks are noted
during the dispatch.

(7) When the mission is completed, the operator performs the
after–operation PMCS on the equipment and annotates new faults
on the DA Form 2404. The operator and mechanic will fix any
faults they can and secure the equipment.

(8) The operator turns in the equipment records folder and all
forms to the dispatcher. The dispatcher checks the forms for any
open faults or needed actions. If the DD Form 1970 has been
completely filled, the dispatcher transfers needed information to a
new DD Form 1970. The dispatcher then closes out the DA Form
2401 entry for that item.

(9) Motor transport units performing line haul operations transfer
their semitrailers to a larger organization designated by the senior
motor transportation command (either group or brigade).The com-
mander of the larger transport organization establishes a semitrailer
control office that will be responsible for maintaining dispatch and
maintenance records on those semitrailers.

2–3. Equipment record folder
a. The equipment record folder (NSN 7510–01–065–0166) holds

the forms needed to keep up with equipment use, operation, and
condition while on dispatch.(See fig 2–1.)

b. The equipment record folder is used each time an item of
equipment goes on dispatch as shown below:

(1) The folder will carry only the forms and records needed
during a dispatch. For routine dispatch, a vehicle folder will contain
the current DA Form 2404; DA Form 2408–14, when there is
s o m e t h i n g  d e f e r r e d  o r  o n  o r d e r  f o r  t h e  e q u i p m e n t ;  D D  F o r m
1970;and the accident forms, SF 91 (Operator Report on Motor
Vehicle Accidents), and DD 518 (Accident Identification Card).

(2) A DA Form 2408–4 (Weapon Record Data) will go in the
folder only when the weapon is to be fired, serviced, or repaired.

(3) Put all the forms, except the DD Form 314 and the DA
Forms 2408–9, in the folder when the equipment goes to support
maintenance.

c. An equipment record folder will be assigned to a specific item
of equipment. The DA Form 5823 in the front outside pocket ties
the folder to the equipment.

d. The equipment record folder and all forms on an item of
equipment go with the equipment when it is turned in or transferred.

2–4. DA Form 5823 (Equipment Identification Card)
a. The DA Form 5823 ties a particular equipment record folder

to an item of equipment. (See fig 2–1.).
b. A DA Form 5823 goes in the outside front pocket of each

equipment record folder. Information on the card is used to:identify
the equipment covered, keep track of services due, and identify the
assigned operator and leader.

c. The dispatcher and operator use the card to keep up with
services and make sure the right folder is issued.

d. Keep information on the DA Form 5823 current. Whoever
keeps the DD Form 314 will update the information after each
scheduled service.

e. The DA Form 5823 will be replaced when it is no longer
readable.

f. DA Form 5823 is not required if under ULLS.

2–5. DD Form 1970 (Motor Equipment Utilization Record)
a. Purpose. The DD Form 1970 is a record of motor equipment

use. (See figs 2–2, 2–3, and 2–4.)
b. Use.
(1) The DD Form 1970 will be used to control the use of special

purpose and material handling equipment, combat, tactical, and non-
tactical vehicles.

(2) DD Form 1970 will be used to record operating time on
equipment that requires services based on hours only. This includes
such equipment as generators, air compressors, centrifugal pumps,
and so forth. Operating time is the time of operation, using the time
of day or hours of usage. Equipment on which an operating time
DD Form 1970 is kept only requires an entry on DA Form 2401
when the equipment is used for the purpose for which it was in-
tended; that is, a generator used to provide electrical power or a
compressor used to provide compressed air for a mission or a
mission support.An entry on DA Form 2401 is not required when
equipment is not leaving the motor pool area or area where equip-
ment is maintained or stored.

(3) DD Form 1970 will be used for the following varying periods
depending on its use:

(a) For regular dispatches, DD Form 1970 will be used until all
the spaces in either the operator or action section have been filled.
For equipment with a single operator, for example, the DD Form
1970 normally will be used for four separate dispatches before it is
completed.

(b) For an extended dispatch, DD Form 1970 will be used until
all the spaces in either the operator or destination sections have been
filled. An extended dispatch will be used whenever the equipment
being dispatched will not return to the motor pool within the dis-
patch day; for example, prior to 2400. Examples for use of extended
dispatch include guard duty and maneuvers. When an extended
dispatch may require more room than one DD Form 1970 allows,
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the dispatcher provides blank copies of the DD Form 1970 to use as
continuation sheets.

(c) Forms recording only operating time will be used until the
destination or operator section is filled in.

(4) DD Form 1970 will be used for control purposes for adminis-
trative and engineering and housing motor pools that do not have
ADP support. Each dispatch will require a separate DD Form 1970.

(5) Equipment going to support maintenance will be dispatched
to and from support maintenance on DD Form 1970 and DA Form
2401. An exception to this is when the unit requesting support
maintenance and the support maintenance activity are located so that
the equipment will not leave the Motor Pool area or area where
equipment is maintained or stored. In this case, only a DA Form
2407(Maintenance Request) needs to accompany the equipment. At
support maintenance, the DA Form 2407 will be used as a dispatch
record for maintenance repair operations and final road testing.

(6) The DD Form 1970 will be used to record exercises of low
use equipment and equipment in administrative storage.

c. Disposition.
(1) The dispatcher—
(a) Puts the time of return on the DA Form 2401 entry.
(b) Transcribes needed information to a new DD Form 1970. For

equipment under the AOAP, the dispatcher takes any oil added from
the Remarks Block. This number will be added to the total in the
Oil Block at the top of the completed DD Form 1970. The new total
will be entered in the Oil Block of the new DD Form 1970. The
dispatcher keeps a total of oil added to that item only until the next
oil sample is taken. The date and hour of the next oil sample will be
found on the DA Form 5823 and the DD Form 314. When an oil
sample is taken, the figure in the Oil Block of the DD Form 1970
goes to zero.This information is needed for the DD Form 2026 (Oil
Analysis Request) sent in with each oil sample.

(c) When required locally, add fuel added during the dispatches
to the total in the Fuel Block. The new total will be placed in the
Fuel Block on the new DD Form 1970. Local standing operating
procedures (SOP) will decide how long and when fuel totals will be
kept.

(d) Look for any unusual entries in the Remarks Block that need
further action.

(e) After needed information has been moved to other forms, you
may keep the last completed DD Form 1970 until a new form is
completed. You may have no more than two DD Forms 1970 on the
equipment: one completed copy on file and one open for dispatch.

(f) When equipment is involved in an accident or other situation
under investigation, keep the DD Form 1970 on the equipment until
released by the investigator at the completion of the investigation.

P r e p a r e  a  n e w  D D  F o r m  1 9 7 0  t h e  n e x t  t i m e  t h e  v e h i c l e  i s
dispatched.

(2) A completed DD Form 1970 is as follows:
(a) A DD Form 1970 used to dispatch equipment is considered

completed whenever the operator blocks, time in and out blocks, or
destination blocks are filled. The commander may line out unused
portion to close out a form whenever needed.

(b) A DD Form 1970 used to show running time on equipment is
considered completed when the destination or operator blocks are
filled.

2–6. DA Form 2401 (Organizational Control Record for
Equipment)

a. Purpose. The DA Form 2401 is a record of operators and
location of equipment on dispatch or in use. (See Fig 2–5.).

b. Use.
(1) Dispatchers note the dispatch or use of equipment.
(2) DA Form 2401 tells commanders who asks for and uses the

equipment. It also lets the commander know where the equipment is
and when it should return.

c. General information on the DA Form 2401.
(1) DA Form 2401 may be overprinted when the same equipment

is dispatched every day.
(2) Use a separate DA Form 2401 to show the dispatch of“radio

taxis”. When this DA Form 2401 is used for radio cab dispatch,
columns a through m will be filled in as required locally.

(3) The same page may be used for more than one day. Draw a
line through the middle of columns “a” through“e” below the last
dispatch entry for a day. Write the next date in column ’f’ (Destina-
tion), then draw a line through the middle of column “g” through
“l”. Do not make a line or date entry for days no equipment is
dispatched.

(4) Make separate line entries for equipment that is towed to a
location but will not return with the dispatched equipment.

(5) Do not dispatch equipment for motor stables or routine main-
tenance unless it leaves the equipment or motor pool area.

(6) Equipment sent to support maintenance on a DA Form 2407
will be dispatched on a DD Form 1970 and DA Form 2401 except
as noted in paragraph 2–5b(5).

d. Disposition.
(1) Destroy DA Form 2401 one month after the last entry in

column 1 has been closed out.
(2) If an accident or unusual situation occurs, keep the DA Form

2401 until it is released by the investigator.
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Figure 2-1. Sample of a completed Equipment Record Folder with Equipment Identification Card

Legend for Figure 2-1:
Completion instructions for DA Form 5823

The following information will go on each DA Form 5823:
Bumper No. Enter the equipment bumper number. If the equipment
does not have an assigned bumper number, enter the equipment’s
administration number.
Model. Enter the model number.
Noun. Enter the noun or noun abbreviation.National Stock Number
(NSN). List the end item NSN.
Serial No. List the serial number for the equipment. For equipment
managed by registration number, put the item’s registration number on
the card.
AOAP Sample. Enter the date and hours the next AOAP sample is
due. Get this information from the equipment’s DD Form 314 or AOAP
lab printout. When making this entry, only use pencil. The entry is only
needed for equipment under AOAP.
Next Service At. Enter the date and/or miles, kilometers, or hours

when the next scheduled service is due on the equipment. Get this
information from the DD Form 314.Pencil entry.
Next Lube At. Put the date and/or miles, kilometers, or hours when
the next scheduled lubrication service is due on the equipment. Pencil
entry. Get this information from the DD Form 314.
Operator. The operator’s last name and rank go here. Pencil entry.
Leave blank if more than one operator is assigned to the equipment.
Supervisor. Put the last name and rank of the operator’s leader or
supervisor here.
Pencil entry.
Notes:
1. The operator’s and supervisor’s or leader’s names are used for two
purposes. If the folder is lost or misplaced, the finder will have names
to track down. Most important, those names show who is responsible
for the equipment, the forms in the folder, and the information on the
equipment’s condition.
2. The back of the card may be used for locally required information.
For example, if your command asks for a monthly mileage report, put
your start and end dates and miles on the card in pencil. You will get
the miles travelled from the DD Form 1970.
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Figure 2-2. Sample of a completed DD Form 1970 (Dispatch)

Legend for Figure 2-2:
Completion instructions for DD Form 1970 for Dispatch

Date. The dispatcher puts the date the form is started. The date will

be reflected as two places for the year, two for the month, and two for
the day (e.g., 930210).
Type of Equipment. The dispatcher enters the equipment’s noun and
model.
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Registration No./Serial No. The dispatcher puts in the serial number
of the equipment. For equipment you manage by registration number,
enter the register number.
Administration No. The dispatcher enters the equipment bumper
number. If the equipment does not have an assigned bumper number,
enter the administration number.If the equipment will be dispatched
with a trailer or other item, include that item’s bumper or administration
number.
Fuel. If required locally, the dispatcher will keep a running total of fuel
added to the equipment.This entry shows how much fuel has been
added to date when the form was started. Local SOP will state how
long fuel totals will be carried.
Oil. For equipment under the AOAP, the dispatcher will keep a run-
ning total of oil added to the equipment. This entry shows how much
oil has been added for the current period when the form was started.
Oil added totals are only kept between oil samples. When a new
sample is taken, the total goes back to zero and you start over. For
equipment not under AOAP, use this block as required locally.
Note: More than one component on an end item can be under the
AOAP; for example, the engine and transmission.When that occurs,
divide the OIL block into sections, one for each component covered,
and enter the oil added for each separately.Print the first letter of the
component at the top left corner of the section to indicate which
section applies to which component.
Organization Name. The dispatcher enters the organization to which
the equipment is assigned.
Operator.
a. The dispatcher prints the name or names of the operator or opera-
tors of the equipment in blocks provided.Put the last name first, fol-
lowed by the first name, middle initial, and then rank/grade.
b. You may have to change operators after equipment has been
dispatched. This normally happens when an operator becomes sick,
overly tired, and so forth. The operator’s supervisor or leader, OIC or
NCOIC, will close out the first operator’s entry. He will log the IN time
and miles/hours in the ACTION section for that operator. The new
operator’s name goes in the next OPERATOR block. The supervisor
or leader will sign in the next open DISPATCHER’S SIGNATURE
block. If the OPERATOR blocks are all filled, put the names, time, and
miles/hours in the REMARKS block.
Operator’s Signature. The operator or operators sign in this block.
Action. This section shows the time and miles or hours on the equip-
ment when it is dispatched and returned.
Time. Show time on the 24–hour clock to the nearest 5 minutes.
In. Show the time the equipment came back from dispatch or other
use.
Out. Enter the time the equipment was released by the dispatcher.
Total. Subtract the OUT time from the IN time to get the total time the
operator had the equipment in use. Separate hours and minutes by
putting a colon (:)between them. Five hours and 20 minutes will be
printed 5:20.
Miles. Figure miles to the nearest mile or kilometer.
In. The operator enters the miles or kilometers from the odometer
when the equipment comes off the dispatch. If the odometer is broken,
estimate the miles or kilometers. Put EST in front of the number.
Out. The dispatcher will enter the miles or kilometers on the odometer
when the equipment is dispatched. If the odometer is broken, put EST
in front of the estimated miles or kilometers.
Total Subtract the OUT miles or kilometers from the IN miles. This
total shows the number of miles or kilometers the equipment traveled
during the dispatch. If the odometer is broken, put EST in front of the
figure.
Hours. Figure hours to the nearest whole hour.

In. The operator enters the hours from the hourmeter when the equip-
ment comes off dispatch or other use. If the hourmeter is broken or
missing, estimate the hours of use. Put EST in front of the number.

Out. The dispatcher enters the hours on the hourmeter when the
equipment is dispatched. If the hourmeter is broken, write EST in front
of the number.

Total. Subtract the OUT hours from the IN hours. This total shows the
number of hours used during the dispatch or operation. If the hour-
meter is broken, put EST in front of the number.

Report To. The dispatcher prints the name of the person to whom the
operator is to report. Give the last name, first name, middle initial, and
rank/grade of the person.This person will be responsible for the equip-
ment when in use.

Dispatcher’s Signature. The dispatcher signs when the equipment is
dispatched.

Destination.

a. You will enter the beginning point of the dispatch, the ending point,
any off–post travel stops, or the major operating point.

b. For forms showing dispatches to support maintenance, note miles
used by operational or road tests from a DA Form 2407. Print “Road
Test” or “Operational Test” in the DESTINATION Block.

Time. Use the 24–hour clock rounded off to the nearest 5 minutes.

Arrive.

a. Log in the time when you arrive at the place.

b. For forms showing dispatches to support maintenance, account for
miles/hours used for operation or road tests. Enter the miles/hours on
the item upon delivery to support.

Depart.

a. Log in the time when you left this place.

b. For forms showing dispatches to support maintenance, account for
miles/hours used for operation or road tests. Enter the miles/hours on
the item upon receipt from support.

Released By.

a. The person in charge of the equipment on dispatch or senior person
present signs on the line showing the place where the mission was
completed, releasing the equipment to the motor pool or place of
origin. The person signing in the RELEASED BY block may be differ-
ent from the person shown in the REPORT TO block when the person
designated in the REPORT TO block is not available. The person in
charge and responsible for the safety and operation of the equipment
and operator will sign in that case.

b. Normally the person signing here will be an officer or NCOIC.

c. Passengers of equipment used as taxis do not sign in this column.
In that situation, the dispatcher signs this column when the equipment
returns.

d. Signature in this block shows that when an official user has com-
pleted the mission with the vehicle and driver, the senior occupant
assumes vehicle responsibility.

e. Note the change of days. Draw a line through the next open line
under the last entry of a day. Put the new date (YYMMDD) in the
RELEASED BY (SIGNATURE) block.

Remarks.

a. The operator or user reports any unusual or abnormal situations.
This includes accidents, breakdowns, unplanned stops or changes in
location, and so forth. Any unusual operations and faults on the equip-
ment go on the DA Form 2404.

b. The operator will list any oil added to equipment or components
under AOAP.

c. Fuel added will be logged if required locally.

d. Enter the word “Exercised”when low usage equipment is exercised.
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Figure 2-3. Sample of a completed DD Form 1970 (Extended Dispatch)

Legend for Figure 2-3:
Completion instructions for DD Form 1970(Extended Dispatch)Date.
The dispatcher puts the date the form is started. The date will be

reflected as two places for the year, two for the month, and two for the
day (e.g.,921222).
Type of Equipment. The dispatcher enters the equipment’s noun and
model.
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Registration No./Serial No. The dispatcher puts in the serial number
of the equipment. For equipment you manage by registration number,
enter the registration number.
Administration No. The dispatcher enters the equipment bumper
number. If the equipment does not have an assigned bumper number,
enter the equipment’s administration number. If the equipment will be
dispatched with a trailer or other item, include the item’s bumper or
administration number.
Fuel. If required locally, the dispatcher will keep a running total of fuel
added to the equipment.This entry shows how much fuel has been
added to date when the form was started. Local SOP will state how
long fuel totals will be carried.
Oil. For equipment under the AOAP, the dispatcher will keep a run-
ning total of oil added to the equipment. This entry shows how much
oil has been added for the current period when the form was started.
Oil added totals are only kept between oil samples. When a new
sample is taken, the total goes back to zero and you start over. For
equipment not under AOAP, use this block as required locally.
Note: More than one component on an end item can be under AOAP;
for example, the engine and transmission. When that occurs, divide
the OIL block into sections, one for each component covered, and
enter the oil added for each separately.Print the first letter of the
component at the top left corner of the section to indicate which
section applies to which component.
Organization Name. The dispatcher enters the organization to which
the equipment is assigned.
Operator.
a. The dispatcher prints the name or names of the operator or opera-
tors of the equipment. Put the last name first followed by the first
name, middle initial, and then rank/grade.
b. You may have to change operators after equipment has been
dispatched. This normally happens when an operator becomes sick or
overly tired. The operator’s supervisor or leader, OIC or NCOIC, will
close out the first operator’s entry. He or she will log the IN time and
miles/hours in the ACTION section for that operator. The new opera-
tor’s name goes in the next OPERATOR block. The supervisor or
leader will sign in the next open DISPATCHER’S SIGNATURE block.
If the OPERATOR blocks are all filled, put the names, time, and mile/
hours in the REMARKS block.
c. For convoy or other long operations where an operator and assist-
ant operator switch at each rest stop, show a change in operators only
when destinations or date entries are made.The assistant operator’s
name will be shown in REMARKS block.
Operator’s Signature. The operator or operators sign in this block.
Action. This section shows the time and miles or hours on the equip-
ment when it is dispatched and returned.
Time. Show time on the 24–hour clock to the nearest 5 minutes.
In. Show the time the equipment came back from dispatch or other
use.
Out. Enter the time when the equipment was released by the dis-
patcher.
Total. Subtract the OUT time from the IN time to get the total time the
operator had the equipment in use. Separate hours and minutes by
putting a colon (:)between them. Five hours and 20 minutes will be
printed 5:20.
Miles. Figure miles to the nearest mile or kilometer.
In. The operator enters the miles or kilometers from the odometer
when the equipment comes off the dispatch. If the odometer is broken,
estimate the miles or kilometers. Put EST in front of the number.
Out. The dispatcher will enter the miles or kilometers on the odometer
when the equipment is dispatched. If the odometer is broken, put EST
in front of the estimated miles or kilometers.
Total. Subtract the OUT miles or kilometers from the IN miles. This
total shows the number of miles or kilometers the equipment traveled

during the dispatch. If the odometer is broken, put EST in front of the
figure.

Hours. Figure hours to the nearest whole hour.

In. The operator enters the hours from the hourmeter when the equip-
ment comes off dispatch or other use. If the hourmeter is broken or
missing, estimate the hours of use. Put EST in front of the number.

Out. The dispatcher enters the hours from the hourmeter when the
equipment is dispatched. If the hourmeter is broken, write EST in front
of the number.

Total. Subtract the OUT hours from the IN hours. This total shows the
number of hours used during the dispatch or operation. If the hour-
meter is broken, put EST in front of the number.

Report To. The dispatcher prints the name of the person to whom the
operator is to report. Give the last name, first name, middle initial, and
rank/grade of the person.This person will be responsible for the equip-
ment when in use.

Dispatcher’s Signature. The dispatcher signs when the equipment is
dispatched.

Destination. You must enter the beginning point of the dispatch, the
ending point, any off–post travel stops, or the major operating point.

Time. Use the 24–hour clock rounded off to the nearest 5 minutes.

Arrive. Log in the time when you arrive at the place.

Depart. Log in the time when you left this place.

Released by.

a. The person in charge of the equipment on dispatch or senior person
present signs on the line showing the place where the mission was
completed, releasing the equipment to the motor pool or place of
origin. Enter first name, middle initial, last name. The person signing in
the RELEASED BY block may be different from the person shown in
the REPORT TO block when the person designated in the REPORT
TO block is not available. The person in charge and responsible for
the safety and operation of the equipment and operator will sign in that
case.

b. Normally the person signing here will be an officer or NCOIC.

c. Signature in this block shows that when an official user has com-
pleted the mission with the vehicle and driver, the senior occupant
assumes vehicle responsibility.

Remarks.

a. The operator or user reports any unusual or abnormal situations.
This includes accidents, breakdowns, unplanned stops, or changes in
location, etc. Any unusual operations and faults on the equipment go
on the DA Form 2404.

b. The Operator will list any oil added to equipment or components
under AOAP.

c. Fuel added will be logged if required locally.

d. Note the change of days. Draw a line through the next open line
under the last entry of a day. Put the new date (YYMMDD) in the
RELEASED BY (SIGNATURE) block. When the equipment is not op-
erated for more than 1 day in a row, you may use one line to cover the
combined time. Print “Did Not Operate” in the REMARKS block.

e. Additional “Report to”entries may be needed. Print the name of the
next “Report to” in the REMARKS Block for that entry. Also, for ex-
tended dispatch, the dispatcher enters “EXTENDED DISPATCH”and
the expected date of return on the first line of the REMARKS block.

f. Note if an extended dispatch will be so long that a form may be
completed, another DD Form 1970 may be used as a continuation
sheet. Enter the equipment’s registration or serial number and admin
number at the top of the form. Print“Continuation” in the upper left
hand corner of the form. Then make normal entries as required.
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Figure 2-4. Sample of a completed DD Form 1970 (Operating Time)

Legend for Figure 2-4:
Completion instructions for DD Form 1970 to Record Operating Time
Date. The dispatcher puts the date the form is started. The date will

be reflected as two places for the year, two for the month, and two for
the day.
Type of Equipment. The dispatcher enters the equipment’s noun and
model.
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Registration No./Serial No. The dispatcher puts in the serial number
of the equipment. For equipment you manage by registration number,
enter the registration number.
Administration No. The dispatcher enters the equipment’s bumper
number. If the equipment does not have an assigned bumper number,
enter the equipment’s administration number. If the equipment will be
dispatched with a trailer, or other item, include that item’s bumper or
administration number.
Fuel. If required locally, the dispatcher will keep a running total of fuel
added to the equipment.This entry shows how much fuel has been
added to date when the form was started. Local SOP will state how
long fuel totals will be carried.
Oil. For equipment under the ACAP, the dispatcher will keep a running
total of oil added to the equipment. This entry shows how much oil has
been added for the current period when the form was started. Oil
added totals are only kept between oil samples. When a new sample
is taken, the total goes back to zero and you start over. For equipment
not under AOAP, use this block as required locally.
Organization Name. The dispatcher enters the organization to which
the equipment is assigned.
Operator.
a. The dispatcher prints the name or names of the operator or opera-
tors of the equipment. Put the last name first, followed by the first
name, middle initial, and then rank/grade.
b. You may have to change operators after equipment has been
dispatched. This normally happens when an operator becomes sick
overly tired, etc. The operator’s supervisor/leader, OIC, or INCOIC, will
close out the first operator’s entry.He or she will log IN time and miles/
hours in the ACTION section for that operator. The new operator’s
name goes in the next OPERATOR block. The supervisor/ leader will
sign in the next open DISPATCHER’S SIGNATURE block. If the OP-
ERATOR blocks are all filled, put the names in the REMARKS block.
Operator’s Signature. The operator or operators sign in this block.
Action. Leave blank.
Time. Leave blank.
In. Leave blank.
Out. Leave blank.
Total. Leave blank.
Miles. Leave blank.
In. Leave blank.
Out. Leave blank.
Total. Leave blank.
Hours. Leave blank.
In. Leave blank.

Out. Leave blank.

Total. Leave blank.

Report To. The dispatcher prints the name of the person to whom the
operator is to report. Give the last name, first name, middle initial, and
rank/grade of the person.This person will be responsible for the equip-
ment when in use.

Dispatcher’s Signature. The dispatcher signs when the equipment is
dispatched.

Destination. Enter the date(YYMMDD).

Time. These blocks will be used to show starting and stopping times
for each operation.

Arrive. For equipment without an hourmeter, enter the 24–hour clock
time (e.g., 1300) when you started the equipment’s operation. For
equipment with an hourmeter, enter the hours on the equipment when
you started this operation.

Depart. For equipment without an hourmeter, enter the 24–hour clock
time (e.g., 1300) when you stopped the equipment’s operation. For
equipment with an hourmeter, enter the hours on the equipment when
you stopped this operation.

Released By.

a. The person in charge of the equipment signs in this column.

b. The person signing here will be an off icer or NCOIC.

c. Signature in this block shows that when an official user has com-
pleted the mission with the vehicle and driver, the senior occupant
assumes vehicle responsibility.

Remarks.

a. When starting a new form for equipment without an hourmeter,
enter the accumulative hours on the equipment in LINE 1, REMARKS
block.

b. Equipment without an hourmeter, subtract the start time in the
ARRIVE block from the stop time in the DEPART block. Enter the
number of hours in the REMARKS block.

c. The operator or user reports any unusual or abnormal situations.
This includes accidents, breakdowns, unplanned stops, or changes in
location, and so forth. Any unusual operations and faults on the equip-
ment go on the DA Form 2404.

d. The operator will list any oil added to equipment or components
under AOAP.

e. Fuel added will be logged if required locally.

f. When the form has been completed, add the REMARKS block hours
and the accumulative hours, and post on a new DD Form 1970 in the
REMARKS block.

12 DA PAM 738–750 • 1 August 1994



Figure 2-5. Sample of a completed DA Form 2401
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Figure 2-5. Sample of a completed DA Form 2401–Continued

Legend for Figure 2-5:
Completion instructions by block title or column
Date. Enter the calendar date the form was started.
Page No. Fill in as required locally.
No. of Pages. Fill in as required locally.
Dispatcher. The dispatcher signs name.
(a) Official User. Print the name of the person or activity asking for
the equipment. Enter last name, first name, MI, and rank/grade.
(b) Reporting Point.
a. For a vehicle, write the place or unit where the operator is to report
with the equipment.

b. For other than vehicles, write the location or place where the equip-
ment is to be operated.
(c) Phone Ext Number. The telephone number of the person asking
for the equipment.
(d) Time to Report. The time the operator is to report to the location
in Column b.
(e) Expect Time of Return. Enter Close of Business (COB) or the
actual time the user expects to return with the equipment. For ex-
tended dispatches, enter the date and time (if known) that the user
expects to return the equipment.
(f) Destination.
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a. For vehicles, put the place, farthest away, that the vehicle is ex-
pected to travel.
b. For other equipment, put the location where the equipment will be
operating that is farthest from its normal site. If column f is the same
as column b, leave this column blank.
(g) Unit Identification Number. The equipment bumper or admin
number.
(h) Type of Equipment. Enter the equipment’s model identification
number (for example, enter M35A2).
(i) Registration Number. Enter the equipment serial number. For
equipment you manage by registration number, put the registration
number in this column.
(j) Operator’s Name and Grade. Enter the last name, first name, MI,
and rank/grade of the equipment operator.
(k) Time Out. Log in the time the equipment was dispatched.
(l) Time In.
a. Log in the time the equipment returned.Get this time from the “IN”
Block on the DD Form 1970.
b. For equipment coming off an extended dispatch, put the day, mon-
th, and time of return in this column.
(m)Remarks.
a. When an assistant or second operator is needed, enter that per-
son’s last name, first name, MI, and rank/grade.
b. When a change of dispatcher takes place during the day, the new
dispatcher signs in column m for that item dispatched. When a change
of dispatcher takes place at the beginning of the day, the new dis-
patcher signs in column m on the date line.
c. Note any towed equipment, that will come back with the prime
mover, in this column. Write the noun for the towed equipment here.
(Make separate entries for towed equipment that will not come back
with the prime mover.) Treat towed equipment that will not come back
with the prime mover as if it were not towed. Complete all columns
except the expected time of return.
d. For equipment on extended dispatch, enter the words “EXTENDED
DISPATCH” and the expected date of return.
e. Identify equipment involved in accidents or unusual circumstances.
f. When more room is needed, use NEXT open line. Line out all
unneeded columns, (a–1).

Chapter 3
Maintenance Forms

3–1. General
a. The forms in this chapter help in scheduling, doing, recording,

and managing maintenance on equipment.
b. The forms show the results of inspections, tests, and mainte-

nance performed. They also show the results in diagnostic checks
and form the bond between maintenance and supply actions.

c. This chapter provides procedures and examples of maintenance
forms used by manual units as well as those units supported by the
S t a n d a r d  A r m y  M a i n t e n a n c e  S y s t e m s  ( S A M S ) .  U n i q u e  S A M S
forms are addressed in chapter 13.

d. In addition to the forms within this chapter, maintenance forms
for non–standard air traffic control (ATC) and navigational aid
(NAVAID) equipment, when specified in the equipment’s technical
publications, will also be maintained.Maintain each designated form
using guidance found within appropriate technical publication. Ex-
amples of non–standard equipment are, but not limited to—

(1) Instrument Landing System (ILS) and all associated marker
beacons.

(2) Distance Measuring Equipment (DME) System.
(3) Airport Surveillance Radar (ASR) System.
(4) Automated Radar Terminal System (ARTS).
(5) Air Traffic Control Beacon Interrogator (ATCBI) System.
(6) Flight Data Input/Output (FDIO) System.
(7) Digital Brite Radar Indicator Tower Equipment(D–BRITE)

System.

(8) Radar Video Mapper.
(9) Programmable Indicator Data Processor (PIDP).
e .  T h e  f l o w  o f  m a i n t e n a n c e  f o r m s  i s  s h o w n  o n  D A  P o s t e r

750–77 (TAMMS/Supply Crossroads). DA Poster 750–77 is auto-
matically distributed to units who mark the DA poster block on DA
Form 12–4–E (Subscription Numbers, Part 1 for Miscellaneous Ad-
ministrative Publications and Posters).

3–2. DA Form 2402 (Exchange Tag)
a. Purpose. DA Form 2402 serves as an identification tag. (See

fig 3–1.)
b. Use.
(1) To identify items held for warranty claims.
(2) To identify other items as needed.
(3) As a receipt for test, measurement, and diagnostic equipment

(TMDE) items needing calibration.
c. General instructions.
( 1 )  T h e  D A  F o r m  2 4 0 2  h a s  f o u r  c o p i e s  a n d  i s  h a n d l e d  a s

follows:
(a) Copy one is normally used as a receipt for the unit.
(b) Copy two is a receipt for the battalion level except for war-

ranty claim items. When DA Form 2402 is used to identify or show
action completed on a warranty item or claim exhibit, send copy
two to the Supporting Warranty Control Office (WARCO). The
WARCO will use DA Form 2402 to close out or complete any
needed warranty actions or claims.

(c) Copy three serves as a receipt for support units.
(d) Copy four stays with the item until it is repaired and issued.

After repair is done, the tag identifies the item as fixed.This form
will go with each item sent to supporting maintenance shops (direct
support (DS), general support (GS), depot, or contractor for war-
ranty repairs).

(e) Depending on the item, repair needed, and level of work, not
all copies may be needed.

(2) Use a separate DA Form 2402 for each item.
d. Disposition.
(1) Destroy the DA Form 2402 when the part or component it

applies to is installed or disposed of.
( 2 )  A f t e r  t h e  a c t i o n  i s  c o m p l e t e d ,  d e s t r o y  c o p i e s  u s e d  a s  a

receipt.
(3) When the DA Form 2402 identifies a warranty claim or SF

Form 368 (Product Quality Deficiency Report) exhibit, the DA
Form 2402 stays on the exhibit until the item is no longer needed.

3–3. DD Form 314 (Preventive Maintenance Schedule and
Record)

a. The DD Form 314 is a record of scheduled and performed unit
maintenance including lubrication services. It also keeps up with not
mission capable (NMCM/NMCS) time, except for missile system/
missile subsystem and FAA flight check data of ATC navigational
aids. See figures 3–2 through 3–6.

b. DD Form 314 is used to—
(1) Schedule periodic services on equipment, to include compo-

nents in a system or subsystem, when the technical manual requires
a PMCS service to be performed by unit maintenance personnel.
This form is also used to schedule the following services performed
under the supervision of unit maintenance personnel:

(a) Schedule all non–operator services one service in advance.
(b) The next scheduled due date may fall in the following year.In

that case, put the date, miles, and hours due in the Remarks block
until a new DD Form 314 is started.

(c) You may mark out weekends and holidays. When these are
marked out, schedule services on the next working day.

( d )  U s e  t h e  f o l l o w i n g  s y m b o l s  t o  s h o w  t h e  t y p e  o f  s e r v i c e
scheduled:

1. “T” any test.
2. “I” any inspection.
3. “L” lubrication.
4. “R” recoil exercise.
5. “W” weekly service.
6. “M” monthly (1 month) service.
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7. “Q” quarterly (3 months) service.
8. “S” semiannual (6 months) service.
9. “A” annual (1 year) (12 months) service.
10. “E” 18 months service.
11. “B” biennial (2 years) service.
12. “F” quadrennial (4 years) service.
13. “H” tire rotation/inspection.
14. “Z” oil sampling.
(e) The symbol “L” will be used for all periodic lubes required

by a lubrication order (LO). The interval block on an LO only tells
when to schedule the lubes. It does not tell what services to sched-
ule or symbol to use.

(f) You will get the miles, kilometers, or hours between services
from the TM and/or LO.

(g) Other symbols or subsymbols may be used as long as they do
not conflict with the symbols required by this pamphlet. Explain
those symbols or subsymbols in the Remarks block of the DD Form
314 or in your SOP. For example, you might use S1, SB2, or Lm,
L5, L6, L12, or others to show difficult services or manage the
services pulled. You may also use subsymbols to explain a service
and lube pulled at the same time.

(h) Schedule services in pencil. To schedule a service, put its
symbol in pencil in the date due block with its miles, kilometers, or
hours beside it as shown below. (Not all services will have miles or
hour intervals.)

1. You may not always be able to pull a service when it is
scheduled. So you are given a 10 percent variance before or after
the schedule of days, miles, or hours. If you stay within the vari-
ance, the service is treated as if you did it on the day/miles/hours
you scheduled it.

2. Some services may be too critical to have a variance. The
e q u i p m e n t  m a i n t e n a n c e  m a n u a l  w i l l  t e l l  y o u  i f  n o  v a r i a n c e  i s
allowed.

3. When you do the service within the variance, ink in the sym-
bol with the equipment’s miles, kilometers, or hours on the date it
was scheduled. When a service outside the variance is completed,
erase the scheduled symbol and data, and ink in the symbol with
data on the actual day the service was completed. Schedule the next
service from the new date.

(i) Lubrications vary the most when the LO requires a lube—
1. By hours, miles, or kilometers only. Put the miles, kilometers,

or hours when the next lube is due in the Remarks block.Ink in the
symbol “L” and the hours, miles, or kilometers on the equipment in
the block for the day you did the lube.

2. On a date interval. Put the symbol “L” on the date block the
lube is due. Enter the miles, kilometers, or hours (when they apply)
next to the symbol. When the lube is done, ink in the “L” and the
miles or hours.

(2) Show completed periodic services and lubes, by inking in the
symbol or symbols and miles or hours. DD Forms 314 are tied to
unit level services and their intervals. The number of DD Forms 314
you need varies, based on the equipment and how and where your
maintenance is pulled. Normally, one DD Form 314 covers one
piece of equipment. Several like items may be covered by one DD
Form 314 if the services are scheduled and pulled on the same date.
Examples of“like items” are small arms and M11 decons. When
scheduling services on more than one item, put each item’s serial
number in the Remarks block. Like equipment or subsystems, repor-
table under AR 700–138, cannot be combined on one DD Form
314.

(3) Show NMC days on equipment reported under AR 700–138.
(a) NMC time is kept on equipment that is reported under AR

700–138, tables B–1 and B–2, as a single item or as a subsystem.
(b) Equipment reportable under AR 700–138, tables B–1 and

B–2, need a record of not mission capable(NMCM/NMCS) time.
Keep NMC days on that equipment on the reverse of the DD Form
314 or on a separate DD Form 314 as follows:

1. NMC time is kept only when the equipment has a deficiency
defined as not mission capable in the PMCS “not mission capable
if” column.

2. Deficiencies that are not covered by the PMCS “not mission
capable if” column or equivalent will carry a status symbol X or
CIRCLED X, but NMC time will not be counted for those deficien-
cies. Those deficiencies will be carried on the DA Form 2404.

(c) Show unit NMCM days with the symbol “O”. Put an “S”
inside the “O” for unit NMCS.Post unit NMCM/NMCS days as they
occur. Use the letter “X” for each day the equipment is NMCM at
support. Put the letter “S” over an “X” on the days it was NMCS at
support. If support does not give you a day–by–day breakout, put
the total number of support NMCM/NMCS days in the Remarks
block. Use the front side of the DD Form 314 to schedule services.
Use the reverse side or another DD Form 314 to show NMCM/
NMCS time.

(d) Support maintenance will tell you which or how many days
were NMCM/NMCS on the DA Form 2407 or a printout. Post this
time to the DD Form 314. NMC time on equipment still in support
maintenance at the end of a report period will be provided to the
owning unit by telephone or other local means.

(e) For NMC time, equipment that is NMC at the end of the day
is counted NMC for the whole day. Equipment that is FMC at the
end of the day is counted as FMC for the whole day. A day is the
normal work day for your command. See AR 700–138, chapter 4,
for missiles.

(f) When equipment is loaned to another unit or activity, a copy
of the DD Form 314 will go with the equipment. The borrowing
unit will tell the owning unit about any NMCM/NMCS time on the
equipment. This information will be given to the owning unit at the
end of the reporting period and when the equipment is returned.

(g) Show system NMC time. Post NMC time on a separate DD
Form 314 for each subsystem specifically identified in AR 700–138,
tables B–1 and B–2. You will keep another separate DD Form 314
on the overall system, which is the system card. The system DD
Form 314 shows the NMCM/NMCS time on the combined system.

(4) Schedule oil samples. Scheduling oil samples on the DD
Form 314 is optional when the lab gives you a printout that lists
when the next sample is due. Schedule oil samples in pencil on the
DD Form 314. When the sample is taken, erase the symbol and
hours from the DD Form 314 and schedule the next sample in
pencil.

(5) Manage maintenance, services, or inspections locally as di-
rected by the unit commander. This can include services performed
by other echelons or units when the commander so directs. If a
commander wants operator or crew services scheduled, put them in
the Remarks block.

(6) Warranty information.
(7) Floating equipment.
(8) Document ATC required data as follows:
(a) Show PMCS technical reference. Within remarks section, ex-

act PMCS technical reference will be shown, down to specific
paragraph.

(b) Show PMCS time. Within remarks section, normal time re-
quired for each PMCS interval will be shown.

(c) Show flight check data. Within remarks section, show date of
last flight check of navigational aid.

c. DD Form 314 is NOT USED for—
(1) Periodic services designated for the operator or crew.
(2) Showing oil samples taken.
(3) Training aids and devices (equipment used ONLY for train-

ing). Small arms/weapons must be classified as unusable per AR
190–11 before they can be considered training aids.

( 4 )  E q u i p m e n t  p r o v i d e d  w i t h  a n  A D P  p r i n t o u t  o r  a u t o m a t e d
forms that list DD Form 314 data.

(5) Record unit services on test, measurement, and diagnostic
equipment (TMDE) when the services are performed by operators
without supervision by unit maintenance personnel.

(6) Record NMC time for missile system/missile subsystem per
AR 700–138, Chapter 4.

d. Use a signal system to show when a service is scheduled in
the current month. A month can be from the first day to the last day
of the month (e.g., 1 May through 31 May), or from a day in 1
month to the same day in the next month (e.g., 13 September to 13
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October). At the start of each month, put your signals on the date
blocks for the service. When the service is pulled, take the signal off
the card or move it from the date block to one corner. Use the
following signals:

(1) Green signal. A green signal indicates a lube (L) is needed.
(2) Yellow signal. A yellow signal indicates a T, I, R, W, M, Q,

S, A, B, H, E, F, Z, or other service is due.
(3) Red signal. Put a red signal over the right corner of the card

when equipment is NMC. For equipment reported as a system in
AR 700–138, table B–2, use the red signal only on the system card.
Take the signal off the card when the equipment is fixed.

e. Low usage is as follows:
(1) Definition. Services for equipment that accumulates or is an-

ticipated to accumulate less than a specific mileage/kilometers or
hours in the previous or current year may have unit (–20) and direct
support services (–34) extended. (See (3) below.)

(2) Use.
(a) To place equipment into the low usage servicing system, all

service and lubrication tasks in the equipment’s –20 and–34 TMs/
L O s  ( W , M , Q , S , A , E , B )  m u s t  b e  p e r f o r m e d .  A f t e r  e q u i p m e n t  i s
placed in the program, all services and lubrications will be com-
bined with the annual service. The date, miles/kilometers, and hours
when the equipment was placed into the low usage servicing system
will be entered in the Remarks block of DD Form 314.

(b) Equipment that exceeds the specified criteria at any time
during the year will immediately return to scheduled servicing at
normal TM/LO intervals, to be scheduled from information that was
entered in the Remarks block of DD Form 314.

(c) Servicing, evaluation, and exercising of recoil mechanisms
and tubes will be done per applicable TBs and TMs.

(d) Communications and other subsystems mounted on “low us-
a g e ”  e q u i p m e n t  w i l l  b e  s e r v i c e d  w h e n  t h e  p r i m a r y  s y s t e m  i s
serviced.

(e) Low usage servicing will not be used for equipment under
warranty and armament, equilibrating, fire control, equipment used
within ATC, and sighting components of combat vehicles and mis-
sile systems.

(f) Operator/crew level (–10) maintenance intervals in TMs/ LOs
will not be changed to low usage.

(g) AOAP will not be extended; see chapter 4.
(3) Criteria.
(a) Tactical vehicles, trailers assigned to prime movers, and trail-

ers without prime movers accumulated or anticipated to accumulate
less than 3000 miles/4800 kilometers in the current year.

( b )  C o m b a t  v e h i c l e s  ( e x c e p t  a r m a m e n t ,  e q u i l i b r a t i n g  s y s t e m s ,
fire control, and sighting components), missile systems (except fire
control and sighting components), material handling equipment, and
c o n s t r u c t i o n  e q u i p m e n t  a n t i c i p a t e d  t o  a c c u m u l a t e  l e s s  t h a n  7 5 0
miles/1200 kilometers or 75 hours in the current year.

(c) Generators, pumps, air compressors, support equipment(RO-
WPU, bath units, etc.), watercraft, rail equipment, power driven
NBC equipment, engine driven heaters, and air conditioners antici-
pated to accumulate less than 75 hours in the current year.

(d) Communication equipment in communication shelters antici-
pated to accumulate less than 75 hours of operation in the current
year.

(e) Non–power driven NBC equipment anticipated to accumulate
less than 75 hours of operation in the current year.

( f )  T e n t a g e / c a n v a s  i t e m s ,  i m m e r s i o n  h e a t e r s ,  f i e l d  r a n g e s  a n d
space heaters/stoves, that are not used, will be erected or put up
annually.

(g) Small arms and crew served weapons (machine guns, mor-
tars, etc.) that are maintained in a humidity controlled room and not
removed (for any reason) at any time during the year will be serv-
iced annually.

( 4 )  I n s p e c t i o n  / e x e r c i s e .  A l l  e q u i p m e n t ,  e x c e p t  t h a t  s t a t e d  i n
(3)(f) above, will be inspected/exercised by operators semiannually.
Inspection/exercise will include the following:

(a) Perform all Before (B) through Monthly (M) PMCS checks
per the equipment operator’s TM.

( b )  T a c t i c a l  ( i n c l u d i n g  t r a i l e r s )  a n d  c o m b a t  v e h i c l e s  w i l l  b e
driven at least 5 miles to insure their performance is within parame-
ters listed in the operator’s TM. Vehicles equipped with radios will
have Before (B) through Monthly (M) PMCS performed per the
communication equipment operator’s TM.

( c )  C o n s t r u c t i o n ,  e n g i n e e r ,  a n d  m a t e r i a l  h a n d l i n g  e q u i p m e n t ,
wreckers, and combat vehicles will be operated sufficiently to en-
sure hydraulic systems reach operating temperature and equipment
is mission capable.

(d) Generators, air compressors, support equipment, pumps, and
power driven NBC equipment will be operated for 30 minutes under
load or 1 hour no load.

(e) Small arms and crew served weapons will be inspected, with-
out leaving humidity controlled room, for rust and corrosion.High
humidity area inspections may be required more often.

(f) Visual inspections, to ensure lubricant is present on all lubri-
cation points, will be performed by the operator/ crew.

(g) Visual inspections will be used to identify, report, or remove
any new corrosion that may have formed.

(5) Low usage criteria provides guidance, and does not relieve
commanders of their responsibility for adequate maintenance of
their equipment.

f. Disposition of the DD Form 314 is as follows:
(1) The DD Form 314 is used for 1 year for equipment reported

under AR 700–138. It can be used for 2 years on non–reportable
equipment.

(2) Destroy a completed form after transferring needed informa-
tion to a new form. Transfer the information from these blocks:

(a) Registration number.
(b) Administrative number.
(c) Nomenclature.
(d) Model.
(e) Assigned to.
(f) Remarks: NMCM/NMCS data for the current report; hour

meter or odometer change information; symbols; and any other
needed maintenance data.

(g) Schedule, in pencil, any services needed.
(3) The current DD Form 314 will go with the equipment when it

is transferred. But, the losing unit will keep a record of NMCM/
NMCS time for the current report period up to the day the equip-
ment was dropped from the property book. The gaining unit reports
the equipment’s NMC time after the item is added to their property
book.

(4) Destroy the DD Form 314 when the equipment is sent to
salvage. However, the losing unit will keep a record of NMCM/
NMCS time for the current report period.

(5) System DD Form 314 transfers any NMCM/NMCS data for
the current reporting period to a new form. Then, destroy the old
DD Form 314.

3–4. DA Form 2404 (Equipment Inspection and
Maintenance Worksheet)

a. Purpose. DA Form 2404 has three major purposes. (See figs
3–7 through 3–13.) Operators and crews, first–line leaders, mainte-
n a n c e  s u p e r v i s o r s ,  a n d  c o m m a n d e r s  a r e  e q u a l l y  r e s p o n s i b l e  f o r
keeping information current and correct on the DA Form 2404. This
form is the central record for managing and controlling maintenance
as follows:

(1) It is a record of faults found during an inspection. These
faults include PMCS, maintenance activityl inspections, diagnostic
checks, and spot checks, except as noted in paragraph b(10) below:

(2) It shows faults and repairs required for estimated cost of
damaged reports.

( 3 )  I t  s h o w s  B a t t l e f i e l d  D a m a g e  a n d  A s s e s s m e n t  a n d
Repair(BDAR) performed.

b. Use. The DA Form 2404 will be used by personnel performing
inspections, maintenance services, diagnostic checks, technical eval-
uations, marine condition surveys on watercraft, and PMCSs, except
as noted in (10) below:

(1) To inspect all components or subsystems that make up one
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equipment system. You may use one DA Form 2404 or separate
forms for each subsystem.

(2) To inspect several like items of equipment; e.g., one DA
Form 2404 to inspect 25 M16A1 rifles.

( 3 )  A s  a  t e m p o r a r y  r e c o r d  o f  r e q u i r e d  a n d  c o m p l e t e d
maintenance.

(4) To list faults that operators or crews cannot fix and list parts
replaced.

(5) By unit maintenance during periodic services to list all faults
found and action taken to fix faults. When used to inspect several
like items, the DA Form 2404 will list all deficiencies, shortcom-
ings, and corrective action taken.

(6) On initial inspection by support maintenance to list all faults
found. Attach the initial inspection to the DA Form 2407 that will
be given to the person making the repairs. The DA Form 2404 will
be used as the worksheet for correcting faults found and reporting
any uncorrected unit level faults. Results of the maintenance action
will be entered on the DA Form 2407.

( 7 )  O n  f i n a l  i n s p e c t i o n  b y  s u p p o r t  m a i n t e n a n c e  t o  l i s t  f a u l t s
found. Attach the final inspection to DA Form 2407 that will be
given to the person that performed the repairs. The repairer will
correct all faults found during the final inspection.

(8) To collect all maintenance and services performed on equip-
ment that is involved in a DA approved SDC plan. In addition to the
requirements in this pamphlet, the applicable FPG may identify
additional data required as mandatory entries on the DA Form 2404.

(9) To report battlefield damage repair and/or replacement ac-
tions by all personnel. AR 750–1 and the individual equipment
battle damage technical manuals govern when and how battlefield
damage repairs should be accomplished.

(10) Within ATC maintenance, FAA Form 6030–1 will be used
for recording PMCS results in lieu of DA Form 2404.

c. General instructions.
(1) The way you fill out some blocks and columns on the DA

Form 2404 varies with the form use. Make sure you read the
instructions that apply to your use of the form.

(2) When you need more than one DA Form 2404 for an inspec-
tion or service, print the page number in the right side of the form’s
title block. (Put 1 of 2 on the first page and 2 of 2 on the second,
etc.)

(3) Parts on order or actions pending under anticipated not mis-
sion capable (ANMC) conditions may go on the DA Form 2408–14
with a diagonal status symbol.

(4) Administrative motor pools, using ADP cards or other auto-
mated forms, do not need the DA Form 2404.

d. Disposition.
(1) The DA Form 2404 will be kept in the equipment record

folder or in a protected cover until it is completed if no faults have
been found. If faults are found during an operator’s or crew’s
PMCS, it will be given to the maintenance supervisor for action.

(a) Maintenance section leaders will review the DA Form 2404
p r i o r  t o  d e s t r u c t i o n  t o  e n s u r e  a l l  c o r r e c t i v e  a c t i o n s  h a v e  b e e n
completed.

(b) Transfer faults that must be fixed at support maintenance to
the DA Form 2407 and attach DA Form 2404.

(c) Faults that cannot be fixed until a part comes in or that must
be deferred go on the DA Form 2408–14.

(d) Status symbol X faults cannot go on the DA Form 2408–14.
When there is a NMC deficiency on the DA Form 2404, keep until
the deficiency has been repaired. This includes the DA Form 2404
on equipment sent to support maintenance. The form or a locally
used signal will be kept in the equipment record folder to keep the
equipment from being dispatched.

(2) The DA Form 2404 used for scheduled services will be kept
on file for quality control until the next service is performed. All
uncorrected faults will be moved to DA Form 2408–14 or DA Form
2407 and the service will be recorded on the DD Form 314. Forms
carrying a status symbol X will be kept until the fault is corrected.

(3) Keep the DA Form 2404 that shows a periodic service on
equipment that does not have historical records or a DD Form

314.Destroy the form only when the next periodic service is done.
Any open faults at that time will go on the new DA Form 2404
unless a separate DA Form 2408–14 is used. This situation normally
applies to the form used for services on more than one item or when
an operator level service is required and must be documented. If the
form lists no faults from previous service, use the same form to
show the results of the current service.

(4) DA Form 2404 used for technical inspections will stay with
the item until all maintenance is performed or item is disposed of.A
copy of the technical inspection will go with an item evacuated to
support maintenance units or depots for repair or overhaul.

(5) When the form has been used to report BDAR action, mail
the DA Form 2404 to Survivability/Vulnerability Information Anal-
ysis Center (SURVIAC), ATTN: AFFDL/FES/CDIC, Wright–Pat-
terson AFB, OH 45433.

(6) DA Form 2404 used for estimated cost of damage (ECOD) is
handled as follows:

(a) Two copies will be attached to copy 4 of the DA Form 2407
that requested the ECOD and returned to the requesting unit. One
copy will be returned with the DA Form 2407 that requests repair of
the damage.

(b) The third copy will be filed with copy 5 of DA Form 2407 at
the maintenance support activity.

3–5. DA Form 2405 (Maintenance Request Register)
a. Purpose. The DA Form 2405 is used to record all work re-

quests (DA Form 2407) received and handled by maintenance activ-
ities. (See fig 3–14.)

b. Use.
(1) SAMS–1 automates the DA Form 2405 at the DS/GS support

maintenance activity. It is used as a consolidated record of all DA
F o r m s  2 4 0 7  r e c e i v e d .  T h e  a u t o m a t e d  f o r m ,  P C N  A H N – 0 0 7 ,
provides a consolidated list of all open work orders, man–hours, and
work order status.

(2) Units supported by a SAMS DS/GS maintenance activity use
the manually prepared DA Form 2405 when assigning organization
work order number (ORGWON) to the DA Form 2407 for tracking
o r g a n i z a t i o n  w o r k  o r d e r s  r e f l e c t i n g  N M C  c o n d i t i o n s  f o r  I N O P
equipment. Routine maintenance requests (DA Form 2407) sent to
support may also be recorded on the DA Form 2405.

(3) The DA From 2405—
(a) Is a maintenance management record at both unit and support

levels.
(b) Is a ready source for information on maintenance requests.It

also gives information for management reports (like backlog status
reports, etc.).

(c) May be used (but not required) at unit level as a record of
m a i n t e n a n c e  r e q u e s t s  s e n t  t o  s u p p o r t  a c t i v i t i e s  o r  f o r  i n t e r n a l
management.

(d) Will be used by support activities to record and control DA
Form 2407s sent and returned from commercial activities.

c. Disposition.
(1) The DA Form 2405 will be kept for 1 year after last date

entered in column “h”.
(2) If used for making budgets or planning, it may be kept be-

yond 1 year until budget or plans are completed. Then, destroy the
form.

(3) You may choose to move open work order numbers to a new
register if DA Form 2405 is closed at the end of a calendar or fiscal
year.

3–6. DA Form 2407 (Maintenance Request) and DA Form
2407–1 (Maintenance Request Continuation Sheet)

a. Purpose. The DA Forms 2407/2407–1 serve as a request for
maintenance support and give information to all levels of mainte-
nance management. (See figs 3–15 through 3–22.)The DA Forms
2407/2407–1 are the source of information for the Army’s work
order data base at USAMC Logistics Support Activity(LOGSA).
T h i s  d a t a  b a s e ,  c a l l e d  t h e  W o r k  O r d e r  L o g i s t i c s  F i l e ( W O L F ) ,
provides statistical weapon analyses such as mean time to repair and
repair parts usage at the DS/GS levels of maintenance for selected
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major weapon systems. Submit the maintenance request data to
LOGSA through the Standard Army Maintenance System (SAMS)
or the Maintenance Information Management System (MIMS).

b. Use. Use the DA Forms 2407/2407–1 as a maintenance re-
quest as follows:

(1) At the unit level, they are used to—
(a) Request support maintenance, to include the following:
1. Repairs beyond the unit’s authorized capability or capacity.
2. Application of MWOs. (See para 3–7.)
3. Fabrication or assembly of items.
(b) Report work on DA directed items under an approved sam-

pling plan. AR 750–1 governs this program. The specific FPG
identifies mandatory data elements for the forms.

( c )  I n i t i a t e  w o r k  r e q u e s t s  t h a t  m a y  b e c o m e  w a r r a n t y  c l a i m
actions.

(d) Show all support maintenance done on general purpose and
passenger–carrying vehicles, combat and tactical equipment.

(e) Request an estimated cost of damage (ECOD) or technical
inspection to determine the serviceability/repairability of an item
prior to repair or turn–in for replacement.

(2) At support maintenance levels, they are used to—
(a) Record all work done and repair parts used, except common

hardware and bulk material.
(b) Report all MWOs as they are applied as well as all previously

applied MWOs.
(c) Send in warranty claim actions.
(d) Ask for repair of components, assemblies, and subassemblies

in the reparable exchange program. You may use one form for as
many items under an NSN as needed. For example, one DA Form
2407 might cover 10 rifles or 5 starters or 30 carburetors, etc.

(e) Ask for maintenance from another activity or supporting unit.
(f) Report work done on DA data sampling items under AR

750–1 and the specific FPG.
(g) Report battlefield repair actions. AR 750–1 and the individual

equipment battlefield damage repair technical manuals govern how
such repairs should be done.

(h) Serve as a dispatch record when road testing vehicle being
repaired.

(i) Record support maintenance done under contract.
(j) Track serial numbered items within SAMS (see table 13–1 for

a list of SNT reportable items).
(3) At the depot level, they are used to—
(a) Report MWOs as they are applied as well as all previously

applied MWOs.
(b) Send in warranty claim actions.
(c) Show “onsite” work done by depot personnel.
(d) Report “repair and return to user” work done.
(e) Report work done on DA data sampling items.
(f) Record depot maintenance done under contract.
c. Organization work order number (ORGWON).
(1) Purpose. The ORGWON is assigned to all work orders for

purposes of tracking INOP equipment and all equipment sent to the
support maintenance activity for repair.

(2) Use. The ORGWON is the key to the inoperative equipment
process.

(3) General Instructions
(a) The ORGWON is assigned sequentially from the DA Form

2405.Paragraph 3–5 gives details on the use of DA Form 2405.
(b) Assign an ORGWON when reportable equipment listed in

AR 700–138, or when a command maintenance–significant item
designated by the local commander, becomes inoperative. Also as-
sign an ORGWON when a nonreportable subsystem of a reportable
weapon system causes the weapon system to become inoperative.
The positions of the ORGWON are as follows:

1. The first five positions of the ORGWON are the unit identifi-
c a t i o n  c o d e  ( U I C )  m i n u s  t h e  W .  A  u n i t  w i t h  a  U I C  o f
WABCD0(zero) would use ABCD0 (zero) as the first five positions
of each ORGWON. The letters “I” and “O” are not permitted in a
UIC. Numeric 0 (zero) is authorized to be used in a UIC.

2. If the sixth position of the ORGWON has a zero (0) or one(1),

it identifies ground or missile maintenance equipment, and whether
it is reportable or not. A zero (0) identifies an end item as reportable
under AR 700–138, or when a command maintenance–significant
item, selected by a local commander, becomes inoperative. Also
assign a zero (0) when a nonreportable subsystem of a reportable
weapon system causes the weapon system to be inoperative. A one
(1) is used if the item of equipment is not reportable. Also, a one (1)
is used if a reportable item needs repair but is not inoperative
(INOP); e.g., painting. If the sixth position of the ORGWON has a
two (2) or a three (3), it identifies aircraft maintenance equipment,
and whether it is reportable or not.A two (2) identifies an end item
as reportable under AR 700–138, or when a command maintenan-
ce–significant item, selected by a local commander, becomes inop-
erative. Also assign a two (2) when a nonreportable subsystem of a
reportable weapon system causes the weapon system to be inopera-
tive. A three (3) is used if the item of equipment is not reportable.
Also, a three (3) is used if a reportable item needs repair but is not
inoperative (INOP);e.g., painting.

3. The seventh position of the ORGWON is the year within the
decade. For example, the seventh position for each ORGWON as-
signed in 1992 would be 2.

4. The last five positions of the ORGWON are the sequence
number of the work order. The sequence number is assigned at the
unit maintenance platoon/section on DA Form 2405 for manual
units.

5. The first seven positions of the ORGWON stay the same
during the year and will be the same for each work order. The last
f i v e  p o s i t i o n s ,  h o w e v e r ,  a r e  u n i q u e  t o  e a c h  w o r k  o r d e r  ( i . e . ,
00001–99999 or HHC12).

(c) An ORGWON must be assigned for all INOP equipment,
even if it is immediately evacuated to DS without any maintenance
performed at the unit.

d. General Instructions
(1) The DA Form 2407/2407–1 show the specific item(s)being

sent to support maintenance as follows:
(a) A separate DA Form 2407 will be filled out on each item

reported under AR 700–138. A separate form will also be filled out
on each component of an item reported under AR 700–138, when
submitted separate from end item.

(b) You may combine items with the same make, model, and
NSN on a single DA Form 2407 when they are not reported under
AR 700–138. DA Form 2407–1 may be used when more room is
needed.

(c) Items turned in for classification will be on separate forms.
(2) Send a copy of DA Form 2408–5 (Equipment Modification

Record) with the equipment going to support maintenance.
(3) The organization asking for maintenance fills out Section I of

the DA Form 2407 and sends all copies of the form with the
equipment.

(4) The support unit fills in Block 24 and puts a local work order
number on the form. Copy one then goes back to the organization as
a receipt for the equipment. The unit returns copy one when the
equipment is fixed and ready for pickup.

(5) If parts needed for maintenance are not available when a
maintenance request is made, the supporting unit may defer the
maintenance, except NMC equipment, by printing in the Remarks
block“Equipment returned to user, awaiting parts (date). Equipment
owner will be notified when parts are available”. Support mainte-
nance will retain copy number 1 and the equipment owner will
retain all other copies. The unit will return the equipment and
maintenance work request no later than the end of the following
work day of being notified by support maintenance.

e. Disposition.
(1) Receipt copy one. Destroy when the equipment is returned to

the unit.
(2) NMP copy two. Handle as directed by the local command.

Retain for 180 days if copy is turned into SSA or PBO.
(3) Control copy three. Handle as directed by the local command.

When the form is used for BDAR, mail this copy to the Sur-
vivability/Vulnerability Information Analysis Center (SURVIAC),
ATTN: AFFDL/FES/CDIC, Wright Patterson AFB, OH 45433.
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(4) Organization copy four.
(a) The unit keeps this copy for 180 days after the equipment is

fixed. For items under a DA approved sampling plan, hold this copy
as directed by the plan. The organization may keep the DA Forms
2407/2407–1 showing services (i.e., calibration and load/proof test)
until the next service is performed or data transferred to DD Form
314.

(b) When the form is used for ECOD, keep this copy and associ-
ated correspondence until released by investigator at the completion
of the investigation.

(c) Attach to DA Form 2765–1 (Request for Issue or Turn–In)
for items turned into property book office or SSA.

(5) File copy five. The maintenance activity/installation mainte-
nance activity keeps this copy for 1 year after the equipment is
accepted by owning unit.

3–7. DA Forms 2407/2407–1 used to request or report an
MWO

a. Purpose. The DA Forms 2407/2407–1 both request an MWO
be applied and show MWOs done. (See figs 3–17 and 3–18.)

b. Use. The DA Forms 2407/2407–1 will be used to—
(1) Request that an MWO be applied. MWOs are normally ap-

plied by support, depot maintenance, or commercial contractors.
(2) Report applied MWOs on end items, installed components,

and uninstalled components.
(3) Report an MWO against an end item when a modified com-

ponent replaces an unmodified one.
Note. Note. The responsible sponsoring agency will ensure that equipment
owners know when MWOs apply to their equipment. Report MWOs applied
at depots as directed by AMC automated procedures.Depot teams and con-
tractors applying MWOs in the field will report applied MWOs on DA
Forms 2407/2407–1.

c. General Instructions
(1) The requesting unit will send all copies of the DA Forms

2407/2407–1 to the activity that will apply the MWO. The equip-
ment normally does not go to that activity until MWO kits are on
hand. If MWO kits are already on hand, the equipment will go with
the form.

(2) When URGENT MWO kits are not on hand, the equipment
normally goes to the maintenance activity with the form. The receipt
copy one will be returned to the unit.

(3) For other than URGENT MWOs, the maintenance activity
will get only the form until the kits arrive. The maintenance activity
will print in the Remarks block “Receipt of MWO Request(Date)
(Name or Initials)” and return copies 2, 3, 4, and 5 to the unit. Keep
copy one of the DA Forms 2407/2407–1. When the MWO kits or
parts come in, the unit asking for the MWO will be contacted. The
unit will send the equipment and all copies of DA Forms 2407/
2407–1 to the maintenance activity. The maintenance activity will
fill in Block 24 of the DA Form 2407. The unit asking for the
MWO will get copy one as a receipt. All other copies of the form
stay with the support maintenance activity.

(4) When an applied MWO changes the NSN of the end item,
send in a DA Form 2408–9. See paragraph 5–6c(9).

(5) Reporting MWOs accomplished and applicable to the same
vehicle configuration can be listed by serial number on one DA
Form 2407–1.

d. Disposition. When the MWO has been applied.
(1) Destroy the receipt copy one when the equipment goes back

to the owning unit.
(2) Send NMP copy two to the DA MWO sponsoring agency

within 3 working days. The MWO publication will tell you who the
agency is and what address to use.

(3) The control copy three is handled as directed by the MWO
pub or Materiel Fielding Plan (MFP). Otherwise, handle as directed
locally.

(4) Destroy organization copy four.
(5) The maintenance activity keeps file copy five until the next

MWO validation.

3–8. Warranty claim action (WCA)
a. Purpose. DA Forms 2407/2407–1 (Maintenance Request and

Maintenance Request Continuation Sheet) are the only forms used
to file WCAs. Figure 3–20 shows how to prepare the DA Form
2407 for WCAs.

b. Use.
(1) The DA Form 2407 is used to send in WCAs for items with

bad components, parts, or assemblies covered by a factory warranty.
Do not use SF Form 368 to report warranty claims.

(2) Report all WCAs, settled or unsettled, to the national level on
DA Form 2407. (See settled or unsettled below:)

(a) Settled WCAs are for warranted items that have been repaired
by organic maintenance units or by a local contractor/dealer.

(b) Unsettled WCAs are for warranted items awaiting disposition
instructions or items being retrograded for repair at a higher level of
maintenance or to a contractor facility.

c. General Instructions
(1) The Army’s Warranty Program covers all items under war-

ranty. Check the warranty technical bulletins (WTB) and with your
warranty control office (WARCO) for specific items under warran-
ty.WARCOs are listed in appendix C.

( 2 )  A R  7 0 0 – 1 3 9  g o v e r n s  t h e  w a r r a n t y  p r o g r a m .  H Q  A M C ,
ATTN: AMCAQ–PM, 5001 Eisenhower Avenue, Alexandria, VA
22333–0001, manages the Army’s Warranty Program. The com-
mands/addresses in figures 3–25 through 3–31 consolidate informa-
tion for WARCOs and equipment under warranty.Items purchased
after early 1984 and some items prior to that time will have techni-
cal bulletins that describe the actions required for the particular
warranty and equipment.

(3) Submission of WCAs will be mostly limited to GS and depot
level, except when specifically required by the WTB.

(4) The WARCO will normally operate from the GS, Directorate
of Logistics (DOL), Directorate of Installation and Services, suppor-
ting maintenance battalion, division/corps, or theater maintenance
management center.

(5) The WARCO at support maintenance levels acts as liaison
between Army units and local contractors or dealers. The WARCO
manages the warranty program at post, camps, or stations. The
WARCO—

(a) Establishes local procedures to control WCAs.
( b )  R e c e i v e s ,  v e r i f i e s ,  a d m i n i s t e r s ,  p r o c e s s e s ,  a n d  d i s t r i b u t e s

WCAs.
(c) Handles local warranty claims that are completed by Army

units or contractor dealer/service networks.
(d) Acts as the point of contact for the AMC major subordinate

commands (MSC) that buy the equipment for the Army.
(e) Controls shipments of items for warranty work.
(f) Reports on WCAs.
(6) When WCAs, reflecting local contractor/dealer repairs, are

completed, that is, all work has been accomplished, the DA Form
2407 will be marked “Information Only” and submitted to the MSC
representative listed in figures 3–25 through 3–31.

(7) If there is a disagreement between the Army and a local
contractor/dealer/manufacturer over a warranty claim, the WARCO
will try to resolve the problem at that level. When the disagreement
cannot be resolved locally, the WARCO will contact the MSC
representative listed in figures 3–25 through 3–31. In U.S. Army
Europe (USAREUR), the WARCO will contact the Logistics Assist-
ance Office (LAO) for help in resolving warranty disputes.

(8) The WARCO must be aware that, when contractors or dealers
perform warranty work, other work not covered by the warranty
may be done or needed. The contractor or dealer will expect to be
paid for that work. The WARCO must stipulate, at the time of
delivery, that either no non–warranty work be done or be prepared
to pay for the work.

(9) The DA Form 2407 is the only form used to file warranty
claim actions. No other forms are authorized as substitutes or re-
placements. The information listed in the blocks on the DA Form
2407 are placed into the Deficiency Reporting System (DRS) at the
MSC to track particular warranties. Performance, part failure, and
warranty cost effectiveness can be determined, just to list a few.It is
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very important that all the blocks shown in Figure 3–20 be as
accurate as you can make them. The DA Form 2407 should list the
end item in the header blocks (blocks 1– 11). All WCAs will be
processed through the WARCO.

(10) Any component, part, or assembly under warranty that fails
during the warranty period becomes a warranty claim exhibit. All
exhibits will carry a DA Form 2402 marked “Warranty Exhibit”.
Exhibits will be retained until disposition instructions are obtained.
Normally, disposition instructions will be in the supporting WTB.
When the supporting WTB does not provide disposition instructions,
the materiel manager provides disposition instructions to you within
30 calendar days after receiving your WCA.

(11) Warranty items evacuated under the Reparable Exchange
Program will have DA Form 2407, WCA, initiated prior to sending
the item. The WCA will be completed at the normal level of repair.

(12) See appendix C for a list of WARCOs and LAOs.
(13) Each AMC MSC will publish a WTB listing all equipment

under warranty.
d. Disposition.
(1) Copy one is kept by the owning unit until the equipment is

returned or action is completed.
(2) Copy two is sent to the address listed in figures 3–25 through

3–31 for the item’s NSN.
(3) Copy three is sent as directed by the WTB or with copy

two.Copy three will normally go with copy two. A few WTBs,
however, may require that copy three be sent to a separate location
or at a different time when special or expedited parts support is
needed.

(4) Copy four is returned to the owning unit or filed by the
WARCO.

(5) Copy five stays with the item until the warranty action is
completed. Then, dispose of the form.

3–9. Addresses for WCAs
Send WCAs on DA Forms 2407/2407–1 to the addresses in figures
3–25 through 3–31. These addresses are the screening points where
all WCAs are to be sent regardless of who furnished the item to
you. The screening point is identified in position one of the Materiel
Category Structure Code (MAT CAT) in the Army Master Data File
(AMDF) for each NSN. If you can’t find the MAT CAT Code of
the item using the AMDF, use the item’s Federal supply class (the
first four numbers of the NSN).

Figure 3-25. ATCOM (TROOP)

Figure 3-26. AMCCOM

Figure 3-27. CECOM
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Figure 3-28. ATCOM (AIR)

Figure 3-29. TACOM

Figure 3-30. MICOM

Figure 3-31. CECOM CSLA

3–10. DA Form 2408–14 (Uncorrected Fault Record)
a. Purpose. The DA Form 2408–14 is a record of uncorrected

faults and deferred maintenance actions on equipment. Deferred
maintenance actions are authorized delays for repair or maintenance.
(See fig 3–21.) Equipment with deferred maintenance does not meet
the Army maintenance standard as addressed in AR 750–1, para-
graph 3–1a.

b. Use.
(1) Serves as a record of uncorrected faults and deferred mainte-

nance. That is, an authorized delay for maintenance actions.
(2) Deferred or delayed maintenance can affect operation of the

equipment, mission performance, and safety. Therefore, the com-
mander or the commander’s designated representative will deter-
mine when a fault will be transcribed to DA Form 2408–14. Faults
not requiring parts, or faults for which parts are on hand, will be
corrected without delay per AR 750–1. Status symbol X faults will
not be entered on DA Form 2408–14.

(3) The DA Form 2408–14 will be kept on any item or group of
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items that has an open deferred maintenance action. This form is not
required when an automated system provides you with a list or
printout of deferred maintenance and uncorrected faults that in-
cludes all elements on the DA Form 2408–14.

c. General Instructions
(1) Maintenance status symbol HORIZONTAL DASH (–) and

DIAGONAL SLASH (/) faults will be annotated on the DA Form
2408–14.

(2) When a deferred maintenance action exists on an item of
equipment, the DA Form 2408–14 will be with the equipment when
the equipment is undergoing maintenance, on dispatch, under opera-
tion, or undergoing a service or inspection.

(3) Separate forms are not required for items (except reportable
subsystems) like rifles, protective masks, and M11 decons, when
one DA Form 2404 has been used to inspect and record the status of
those items. A single form may be used to show deferred faults on
such items as long as each fault entry is preceded in column b by
the item’s administration or serial number.

(4) Operators or crews will check the form before each dispatch.
Look for faults that may affect the mission and faults that are
overdue to be fixed. For example, look at any dates in column c that
have passed or actions that have already been taken.Tell the mainte-
nance supervisor about any you find.

(5) Maintenance supervisors and section leaders (platoon) will
review the forms periodically (not less than every 2 weeks for
Active Army and 1 month for NG/Reserve Components). Check on
the status of parts on order. Look for any faults that have been
fixed, but not closed out. Check for any faults overdue to be fixed.

(6) The form will be kept in the equipment record folder or in a
protective cover when a deferred maintenance action or uncorrected
fault exists on the item of equipment.

(7) Do not start a DA Form 2408–14 until there is an uncorrected
equipment fault that cannot be corrected due to lack of repair parts
or deferred action.

(8) A second copy of the DA Form 2408–14 may be kept wher-
ever and whenever needed for maintenance supervisors or section
leaders.

(9) Parts on order for or actions pending under ANMC conditions
may go on the form with a DIAGONAL SLASH status symbol.
Line out the entry if the ANMC condition changes to an NMC
condition. The status symbol for the NMC condition then changes to
an X and the entry can no longer stay on the form. Enter the NMC
condition on the current DA Form 2404.

d. Disposition. Destroy the DA Form 2408–14 after the form has
been filled up and all the faults have been fixed or moved to a new
DA Form 2408–14.

3–11. FAA Form 6030–1 (Facility Maintenance Log)
a. Purpose. FAA Form 6030–1 is a record of all maintenance

actions performed at any ATC facility and/or navigational aid. (See
fig 3–24.)

b. Use.
(1) FAA Form 6030–1 provides a complete record of all mainte-

nance actions performed at any ATC facility and/or navigational
aid. It logs document equipment performance and maintenance ac-
tivities, as well as provides a historical record of site events.

(2) An FAA Form 6030–1 will be maintained at each naviga-
tional aid or ATC equipment area.

(3) One FAA Form 6030–1 may be used to cover all ATC equip-
ment at one specific tactical site.

(4) FAA Form 6030–1 will be used instead of DA Form 2404 for
recording organizational preventive maintenance checks and serv-
ices. Clearly annotate PMCS.

c. General Instructions
(1) Basic log format. Log entries will be clear, complete, and

concise. The log documents fact, as perceived by the person making
the entry.Elaborate detail or opinion will be avoided. The use of
standard abbreviations and references to substantive records is en-
couraged in expressing activities in the clearest manner. Legible
entries will be made in ink. All information noted will correlate with

related data on other forms, records, and reports. Maintenance activ-
ities logged will cite the appropriate technical reference needed to
support the entry as a complete, understandable statement.

(2) Location of logs. Logs will be kept in the immediate vicinity
of the log subject. Exceptions are allowed where this is impractical,
but the location will be designated within the maintenance standard
operating procedures.

(3) Log corrections. There will be no erasures or deletions of any
entered data.A corrected entry is mandatory for erroneous entries
relating to a facility interruption. Errors will be corrected by one of
the following two methods:

(a) The person making the error can void the entry with a single
line strikeout followed by their initials and the corrected version.
This method will only be used when the correction can be entered
adjacent to or immediately below the erroneous entry.

(b) An entry in error will be corrected with an additional entry
referenced to the erroneous entry by date and time. The person
making the correction will then note the date and time of the
corrected entry and their initials in the margin adjacent to the erro-
neous entry.

(4) Activities requiring log entries. Entries in the logs will pro-
vide a complete accounting of activities related to facility status,
certification, operation, or performance. Entries will include but are
not limited to—

(a) Arrivals and departures at facilities not manned. At least one
entry will include the purpose of the visit, if not apparent from other
entries.

(b) Scheduled or unscheduled interruptions/outages and related
activities.

(c) Start and completion of PMCS or corrective maintenance
actions performed.

(d) Identification of failed equipment components by reference
designation, part number, NSN, or serial number.

(e) Start and completion of flight inspections (where onsite per-
sonnel are involved or notified), technical inspections, and aircraft
accident investigations.

(f) Equipment changes or replacement, including transfers and
channel changes.

(g) Modification, commissioning, or decommissioning activities.
(h) Pilferage, vandalism, or related events.
(i) Adverse weather effects, commercial power failures, access

road problems, or any other conditions deemed to have impact on
facility or air traffic operations.

(j) Certification or decertification.
(k) Visits by nonsite personnel.
(5) Initials. The originator will initial the entry in the area pro-

vided on the last line of the entry. Two–party entries will be ini-
tialed by the originator’s initials on top, a slash (/), and the second
party’s (observer or second technician) initials under the slash in the
initial box.

(6) Page numbering. All serialized log pages will remain in nu-
merical order with any exceptions noted. When starting a new log,
the serial number of the last page of the old log will be referenced
in the first entry of the new log. The serial number of the first page
in the new log will be referenced in the last entry of the old log or
in the lower right margin of the last page.

(7) Month and year. The month and year corresponding to the
beginning entry on each page of the log will be entered in the
“month and year” block at the top of each page of the log.

(8) Date and time. All entries will be referenced to date and local
time.Consecutive entries on the same calendar date need not be
dated at each entry, but the date is required on the first and last
entry of each page. Entries continued from the previous page need
not have a date and time on the continued portion.

(9) Initial/final remarks entries. Begin a new page with each
c a l e n d a r  m o n t h .  O n  t h e  f i r s t  l i n e  p u t  “ F i r s t  E n t r y  M o n t h  o f
(month)”. After last entry of each month, state “Last Entry Month of
(month)”. Draw a slash (/) through all unused lines.

(10) Technician’s signature. At the end of each month, the tech-
nician having the primary responsibility for the maintenance of the
facility or navigational aid covered by the log, is responsible for
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reviewing and signing the log page(s) in the lower right hand corner
under “Signature of Maintenance Technician”.

( 1 1 )  S u p e r v i s o r ’ s  s i g n a t u r e .  T h e  m a i n t e n a n c e  s u p e r v i s o r  c o n -
ducts an onsite log overview prior to removal of the white page(s).
Review will address log procedural or policy discrepancies, techni-
cal completeness, detection of facility performance trends, and re-
curring malfunctions. Mistakes or unclear entries will be corrected

by an additional entry referenced to the erroneous entry by date and
time.After verifying that the yellow copy is a reproduction of the
white page, the supervisor will date and sign in the lower left block
at the bottom of each page reviewed. The white page(s) will be
removed for filing at the maintenance office.

(12) Disposition instructions. Retain facility maintenance logs on
file a minimum of 5 years from date of last monthly entry, or until
no longer needed.

Figure 3-1. Sample of a completed DA Form 2402

Legend for Figure 3-1:
Completion instructions by block number and title

(1) Support Agency (DODAAC).
a. Line through the word “DODAAC” and enter the word “UIC.”
b. Enter the UIC of the support activity that will receive, hold, or Work
on the item for you.
(2) Date. Enter the Julian date the form was initiated.
(3) Organization (DODAAC).
a. Line through the word “DODAAC” and enter the word “UIC.”
b. Enter the UIC of the owning unit or organization.
(4) Warranty/EIR Exhibit/ Exchange. Mark the block to show the use
of the form. If form is being used for other than the options indicated in
Block 4 (e.g., receipt for TMDE), print the use of the form above the
exchange block.
(5) NSN. Enter the NSN of the item.
(6) Noun Nomenclature. Print the noun abbreviation of the item to be
exchanged.
(7) PD. Enter the priority designator (PD) that applies to the action.
The unit or organization listed in Block 3 normally assigns the PD.
When the form supports a customer maintenance request, use the PD
of the maintenance request.

(8) PD Authentication.

a. The commander or the commander’s designated representative
signs when a PD of 01 through 10 is in Block 7.

b. Enter the maintenance work order number when a PD of 01 through
10 is taken from a maintenance request.

(9) End Item Nomenclature. Enter the noun abbreviation of the end
item for the part or component in Block 6.

(10) Model. Enter the model number of the end item.

(11) Serial No. Enter the serial number of the end item.

(12) Deficiency or Symptom. Briefly describe the problem.

(13) Date Accepted. When the form is used as a receipt, the support
unit will enter the Julian date.

(14) Signature. The person who receives the item signs.

(15) NMCS. Print the word“Yes” for NMC condition.

(16) JON. The facility that will repair the item enters the maintenance
work order number.

(17) Initials. The person receiving the item for repair initials in this
block.

(18) Date Repaired. The person doing the work enters the Julian date
that the work was finished.

(19) Initials. The person doing the work initials in this block.
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Figure 3-2. Sample of a completed DD Form 314 (Front side)

Legend for Figure 3-2:
Completion instructions by block title

Use either the blocks at the top or the bottom of the card.

Put the last two digits of the calendar year in the shaded box at the
upper left or lower left of the card.

Registration Number. Enter the registration number, if the equipment
has one assigned, or the serial number.

Administration No. Enter the equipment’s administration number
(bumper or locally assigned number). If the equipment does not have
an assigned administration number (bumper or locally assigned num-
ber), pencil “none assigned” in this block.

Nomenclature.

a. Put the noun abbreviation in this block.

b. For equipment reported under AR 700–138, put the equipment
category code (ECC) and line item number (LIN) under the noun. You
will find ECCs in appendix B, Table B–18. LINs are in SB 700–20. Use
the exact nomenclature format listed in AR 700–138.

c. If the item is a system or part of a subsystem, enter either “system”
or “subsystem” as applicable.

Model. Enter the model number;for example, M1009. Use the exact
model format listed in AR 700–138.

Assigned To. Enter the name of the unit or organization owning the

equipment. Pencil entry if the item is authorized for Operational Readi-
ness Float (ORF).
Remarks.
a. In pencil, annotate any maintenance information that will be needed
in the future or on the replacement form for the next year. This infor-
mation may include service symbols, dates for current and next year,
and warranty information.If the equipment is under warranty, print in
pencil“Warranted Item” and the length of the warranty in miles,
months, hours, or years. Your Warranty Control Office or Logistics
Assistance Office can assist you with warranty data for specific pieces
of equipment. Use it when filling out the DA Form 2407.
b. Antifreeze entries will be made in the Remarks Block for equipment
under warranty or using commercial or arctic antifreeze. For additional
information, see TB 750–651.
c. Cooling systems serviced with antifreeze, Mil–A–46153, require the
degree of protection, the condition of the cooling system, and the use
of antifreeze extender, Mil–A–53009, recorded in this block. See TB
750–651.
d. PMCS reference, PMCS time, and flight check data will be shown
for all ATC equipment.
Date Received. Leave blank or use as needed locally.
Received From. Leave blank or use as needed locally.
Disposition. Leave blank or use as needed locally.
Date Blocks. Indicate services scheduled with pencil entries and serv-
ices completed with ink pen entries.
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Figure 3-3. Sample of a completed DD Form 314 (Reverse side)

Legend for Figure 3-3:
Completion instructions by block title
Use either the blocks at the top or the bottom of the card.

Put the last two digits of the calendar year in the shaded box at the
upper left or lower left of the card.

Registration Number. Enter the registration number, if the equipment
has one assigned, or the serial number.

Administration No. Enter the equipment’s administration number
(bumper or locally assigned number). If the equipment does not have
an assigned administration number (bumper or locally assigned num-
ber), pencil “none assigned” in this block.

Nomenclature.
a. Put the noun abbreviation in this block.

b. For equipment reported under AR 700–138, put the equipment
category code (ECC) and line item number (LIN) under the noun. You
will find ECCs in appendix B, Table B–18. LINs are in SB 700–20. Use
the exact nomenclature format listed in AR 700–138.

c. If the item is a system or part of a subsystem, enter either “system”
or “subsystem” as applicable.

Model. Enter the model number;for example, M1009. Use the exact
model format listed in AR 700–138.

Assigned To. Enter the name of the unit or organization owning the

equipment. Pencil entry if the item is authorized for Operational Readi-
ness Float (ORF).
Remarks.
a. For equipment reported under AR 700–138, Tables B–1 and B–2,
note any NMCM/NMCS time reported as totals by support mainte-
nance. (When support gives you a day–by–day breakout of NMC time,
mark the days in the date block.)
b. For equipment with hourmeters or odometers, show the total time of
miles on the equipment at the last meter change. For example,
“Odometer replaced at 23,169 miles, new reading 0 (zero) miles” or
“Hourmeter replaced at 1,327 hours. New reading 5 hours.” The“-
replaced at” number is the total (cumulative) hours or miles on the
equipment at the time the meter was replaced. The“new reading”
number is the hours or miles on the new meter when you put it on the
equipment. The “replaced at” and “new reading” numbers will be in
pencil.When you next replace the meter, add the usage from the
meter you’re replacing to the “replaced at” figure, and show any miles
or hours on the new meter. This information is needed for the DA
Form 2408–9 Usage report and others.
Date Received. Leave blank or use as needed locally.
Received From. Leave blank or use as needed locally.
Disposition. Leave blank or use as needed locally.
Date Blocks. Show day–by–day breakout of NMC time. Mark the
days in the date block.
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Figure 3-7. Sample of a completed DA Form 2404 used for operator/crew PMCS (No fault noted)
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Figure 3-8. Sample of a completed DA Form 2404 used for operator/crew PMCS (Fault noted)

Legend for Figure 3-8:
Completion instructions for DA Form 2404 used for operator/ crew
PMCSs

Note: Administrative/bumper number will be placed in upper right hand
corner or as prescribed by local SOP.
(1) Organization. Enter the name of the unit to which the equipment
belongs.
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(2) Nomenclature and Model.
a. Enter the noun abbreviation and the model of the equipment.
b. For watercraft, use the noun abbreviation and Hull Design Number.
(3) Registration/Serial/NSN.
a. Enter the serial or registration number.Enter the NSN when no
serial or registration number is available.
b. For watercraft, enter the DA Hull Number.
(4a) Miles.
a. When a deficiency or a shortcoming is found, enter the miles or
kilometers on the equipment’s odometer at the end of the day’s dis-
patch or operation.
b. Round to the nearest mile or kilometer.Put the letter “K” before the
number if the reading is kilometers.
c. Leave blank if the item does not have an odometer or if no faults
are found.
(4b) Hours.
a. When a deficiency or a shortcoming is found, enter the meter
reading at the end of the day’s dispatch or operation.
b. Leave blank if hours do not apply to the equipment or if no faults
are found.
(4c) Rounds Fired. Leave blank.
(4d) Hot Starts. Leave blank.
(5) Date. Enter the calendar date the deficiency or shortcoming was
found.
(6)Type Inspection. Enter“PMCS”.
a. Use the same DA Form 2404 for more than 1 day. If you find no
faults during the BEFORE OPERATION checks in the PMCS, put the
date in column c. If no faults are found DURING or AFTER OPERA-
TION, initial in column e.
b. When no faults are found, this form can be used for more than 1
day even if form was used for concurrent PMCSs, i.e., W/M. Just
place the first letter of the type of PMCS performed (W/M) in column d,
by that day’s date in column c after the PMCS was performed.
(7) TM Number and TM Date.
a. Enter the number and date of the PMCS TM.When two TMs cover
an item, put the second TM number and date in the second number
and date block.
b. When the manual has changes, print“W/C” and the latest change
number after the TM number. Then, put the latest change date in the
TM date block.
(8a) Signature. When a deficiency or shortcoming is found, the opera-
tor or supervisor signs and enters rank. A signature in this block keeps
the form from being used past current dispatch.
(8b) Time. Leave blank or use as needed locally.
(9a) Signature. Maintenance supervisor or the commander’s desig-
nated representative will sign when corrective action is taken.
(9b) Time. Leave blank or use as needed locally. For a missile system

and missile subsystems reported under AR 700–138, (chapter 4),
enter the time when item was found to be NMC.

(10) Man–Hours Required. Leave blank or use as needed locally.

Column a. TM Item No.

a. Put the PMCS item number that applies to the fault listed in column
c. If the PMCS has no item numbers, list the page, paragraph, or
sequence number. Circle the number if the fault is listed in the “Equip-
ment is not ready/available if” column or “Not Mission Capable if”
column of the PMCS. If the PMCS has no ready/available or not
mission capable column, circle the TM item number, page, or para-
graph number of any fault that makes the equipment NMC.

b. Pubs or TM sections other than PMCS may be required for safety
faults or local dispatching. For example, AR 385–55 lists safety checks
that may not be in the PMCS. Those faults will not be counted as
NMC for the DA Form 2406 (Materiel Condition Status Report) unless
they are in the PMCS “not ready” column or the “not mission
capable”column. But, you will list them if you find a problem with one
of them.

c. For those faults not covered by the PMCS, leave this column blank.

Column b. Status. Enter the status symbol that applies to the fault or
deficiency.

Column c. Deficiencies and Shortcomings.

a. If you find a fault Ithat can be repaired, stop the PMCS and correct
the fault. Do not enter faults that have been repaired on the DA Form
2404. Continue the PMCS to make sure no other faults exist.

b. Briefly describe the fault. Skip one or two lines between faults. This
will give maintenance room to note actions they take.

c. When more than one TM covers the equipment, draw a line under
the last entry for one TM. Under the line, write the TM number of the
manual you will use next. After you finish the PMCS and list all faults
you cannot fix, give the form to the maintenance supervisor.

d. When using one DA Form 2404 for more than one item of equip-
ment, enter the serial or administration number for the item with the
fault. Write the fault on the line below the serial numbler.

e. When you list faults not covered by the PMCS, add the pub that
covers them; for example, SOP or AR 385–55.

Column d. Corrective Action. Explain corrective actions taken.

Column e. Initial When Corrected. The mechanic initials any faults
that have been fixed. The initials will go on the last line for the entry in
column d. The maintenance supervisor will review the faults corrected
and those still not fixed to decide what other action is needed. For
quality control, the inspector or a designated representative will check
all corrected status symbol X faults. The inspector will then initial the
status symbol.
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Figure 3-9. Sample of a completed DA Form 2404 used for changing an “X” condition

Legend for Figure 3-9:
Completion instructions for DA Form 2404 used for changing an “X”
condition

Note: Administrative/bumper number will be placed in upper right hand
corner or as prescribed by local SOP.
(1) Organization. Enter the name of the unit to which the equipment
belongs.
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(2) Nomenclature and Model.
a. Enter the noun abbreviation and the model of the equipment.
b. For watercraft, use the noun abbreviation and Hull Design Number.
(3) Registration/Serial/NSN.
a. Enter the serial or registration number.Enter the NSN when no
serial or registration number is available.
b. For watercraft, enter the DA Hull Number.
(4a) Miles.
a. When a deficiency or a shortcoming is found, enter the miles or
kilometers on the equipment’s odometer at the end of the day’s dis-
patch or operation.
b. Round to the nearest mile or kilometer.Put the letter “K” if the
reading is kilometers.
c. Leave blank if the item does not have an odometer or if no faults
are found.
(4b) Hours.
a. When a deficiency or a shortcoming is found, enter the meter
reading at the end of the day’s dispatch or operation.
b. Leave blank if hours do not apply to the equipment or if no faults
are found.
(4c) Rounds Fired. Leave blank.
(4d) Hot Starts. Leave blank.
(5) Date.Enter the calendar date the deficiency or shortcoming was
found.
(6) Type Inspection. Enter“PMCS”.
a. Use the same DA Form 2404 for more than 1 day. If you find no
faults during the BEFORE OPERATION checks in the PMCS, put the
date in column c. If no faults are found DURING or AFTER OPERA-
TION, initial in column e.
b. When no faults are found, this form can be used for more than 1
day even if the form was used for concurrent PMCSs, i.e., W/M. Just
place the first letter of the type of PMCS performed (W/M) in column d,
by that day’s date in column c.
(7) TM Number and TM Date.
a. Enter the number and date of the PMCS TM.When two TMs cover
an item, put the second TM number and date in the second number
and date block.
b. When the manual has changes, print“W/C” and the latest change
number after the TM number. Then, put the latest change date in the
TM date block.
(8a) Signature. When a deficiency or shortcoming is found, the opera-
tor or supervisor signs and enters rank. A signature in this block keeps
the form from being used past the current dispatch.
(8b) Time. Leave blank or use as needed locally.
(9a) Signature. The commander or the commander’s designated rep-
resentative will sign name and rank when making a status symbol
change or changing from an X to a CIRCLED X status symbol for one
time operation.
(9b) Time. Leave blank or use as needed locally. For missile system
and missile subsystems reported under AR 700–138, (chapter 4),
enter the time when item was found to be NMC.
(10) Man–Hours Required. Leave blank or use as needed locally.
Column a. TM Item Number.
a. Put the TM item number that applies to the fault listed in column c.

If the PMCS has no item numbers, list the page, paragraph, or se-
quence number. Circle the number if the fault is listed in the “Equip-
ment not ready/available if” column or “Not Mission Capable if” column
of the PMCS. If the PMCS has no ready/available or not mission
capable column, circle the TM item number, page, or paragraph num-
ber of any fault that makes the equipment NMC.

b. Pubs or TM sections other than PMCS may be required for safety
faults or local dispatching. For example, AR 385–55 lists safety checks
that may not be in the PMCS. Those faults will not be counted as
NMC for the Materiel Condition Status Report (MCSR) unless they are
in the PMCS “not ready”column or the “not mission capable” column.
But, you will list them if you find a problem with one of them.

c. For those faults not covered by the PMCS, leave this column blank.

Column b. Status. Repair of status symbol X faults cannot be post-
poned or delayed, but they may be changed to a CIRCLED X status
symbol for limited operation. The commander or the commander’s
designated representative may change an X status symbol fault to a
CIRCLED X status symbol. Changing of status symbols should only
be done when the equipment is crucial to the mission. No X status
symbol faults will be changed to a CIRCLED X if it endangers the
operator/crew or causes further damage to the equipment. CIRCLED
X conditions will be for one time operation or mission. (Common sense
must be used.)

Column c. Deficiencies and Shortcomings.

a. If you find a fault that can be repaired, stop the PMCS and correct
the fault. Do not enter faults that have been repaired on the DA Form
2404. Continue the PMCS to make sure no other faults exist.

b. Briefly describe the fault. Skip one or two lines between faults. This
will give maintenance room to note actions taken.

c. When more than one TM covers the equipment, draw a line under
the last entry for one TM. Under the line, write the TM number of the
manual you will use next. After you finish the PMCS and list all faults
you cannot fix, give the form to the maintenance supervisor.

Column d. Corrective Action.

a. Print “Cleared for limited operations,” and the specific limits under
which the equipment can be operated. For example, limits may involve
speed, type of mission, distance, weather, or time. The change may
affect a subsystem of a system listed in AR 700–138. If so, make sure
the limits include the part of the mission the system can no longer do.

b. Deficiencies changed to a CIRCLED X will return to an X status
symbol at the end of the day or mission.

c. Equipment cleared for limited operations will still be carried as NMC
for the DA Form 2406, DA Form 3266–2R, and the DD Form 314.

d. When a deficiency is corrected immediately or changed to a CIR-
CLED X, entries in blocks 4 and 5 will be made at the end of the
dispatch or operation.

Column e. Initial When Corrected.

a. The commander or the commander’s designated representative
initials for limited operation entries.

b. The person taking the action or transferring the document/NSN
initials other entries.

c. The initials will go on the last line of the entry.
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Figure 3-10. Sample of a completed DA Form 2404 used for maintenance services/inspections

Legend for Figure 3-10:
Completion instructions for DA Form 2404 used for maintenance serv-
ices/inspections

Note: Administrative number/bumper number will be put in the upper
right hand corner or as prescribed by local SOP.
(1) Organization. Enter the name of the unit to which the equipment
belongs.
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(2) Nomenclature and Model.
a. Enter the noun abbreviation and the model of the equipment.
b. For watercraft, use the noun abbreviation and Hull Design Number.
(3) Registration/Serial/NSN.
a. Enter the serial or registration number.Enter the NSN when no
serial number or registration number is available.
b. For watercraft, enter the DA hull number.
c. For more than one item, leave blank.
(4a) Miles.
a. When a deficiency or a shortcoming is found, enter the miles or
kilometers on the equipment’s odometer at the end of the day’s dis-
patch or operation.
b. Round to the nearest mile or kilometer.Put the letter “K” before the
number if the reading is in kilometers.
c. Leave blank if the item does not have an odometer or if no faults
are found.
(4b) Hours.
a. When a deficiency or a shortcoming is found, enter the meter
reading at the end of the day’s dispatch or operation.
b. Leave blank if hours do not apply to the equipment or if no faults
are found.
(4c) Rounds Fired. Leave blank.
(4d) Hot Starts. Leave blank.
(5) Date.Enter the calendar date the service is performed.
(6) Type Inspection.
a. Enter the type of inspection or service to be done (lubrication,
monthly, quarterly, semiannual, etc.).
b. When doing more than one inspection or service at the same time,
put the service symbols in block 6 (L/S, etc.).
(7) TM Number and TM Date.
a. Enter the number and date of the PMCS TM.When two TMs cover
an item, put the second TM number and date in the second number
and date block.
b. When the manual has changes, print“W/C” and the latest change
number after the TM number. Then, put the latest change date in the
TM date block.
(8a) Signature. Personnel performing service/ inspection signs and
enters rank after inspection is completed.
(8b) Time. Leave blank or use as needed locally.
(9a) Signature. The maintenance supervisor or the commander’s des-
ignated representative signs name and rank after service/inspection is
completed.
(9b) Time. Leave blank or use as needed locally. For missile systems
and missile subsystems items reported under AR 700–138, (Chapter
4), enter the time when item was found to be NMC.
(10) Man–Hours Required. Leave blank or use as needed locally.
Column a. TM Item Number.
a. Put the PMCS item number that applies to the fault listed in column
c. If the PMCS has no item numbers, list the page, paragraph, or

sequence number. Circle the number if the fault is listed in the “Equip-
ment not ready/ available” column or “Not Mission Capable” column of
the PMCS. If the PMCS has no ready/available or not mission capable
column, circle the TM item number, page, or paragraph number of any
fault that makes the equipment NMC.

b. Pubs or TM sections other than PMCS may be required for safety
faults or local dispatching. For example, AR 385–55 lists safety checks
that may not be in the PMCS. Those faults will not be counted as
NMC for the DA Form 2406 unless they are listed in the PMCS “not
ready” column or the“not mission capable” column. But you will list
them if you find a problem with one of them.

c. For those faults not covered by the PMCS, leave this column blank.

Column b. Status. Enter the status symbol that applies to the fault or
deficiency.

Column c. Deficiencies and Shortcomings.

a. If you find a fault that can be repaired, stop the PMCS and correct
the fault. Do not enter faults on the DA Form 2404 that you have
repaired. Continue the PMCS to ensure no other faults exist.

b. Briefly describe uncorrected faults.

Column d. Corrective Action.

a. Explain corrective action taken.

b. For equipment needing a DA Form 2409, note repair work done and
parts replaced. Put that information on the DA Form 2409. Print “DA
Form 2409” in column d for those items.

c. If parts are needed, the PLL clerk will order them and enter the
document numbers.

d. Faults that need support maintenance will go on a DA Form 2407.
Print “DA Form 2407 (SPT)” in column d.

e. The commander’s designated representative will decide what main-
tenance can be delayed. Faults that do not affect the operation of the
equipment and the operator’s safety can be deferred because:

(1) Support is backed up and cannot get to the equipment right away.

(2) The needed repair part is not on hand.

(3) Other reasons at the CO’s discretion.

f. Faults that the commander’s designated representative decides to
defer go on the DA Form 2408–14.Print “DA Form 2408–14” in column
d for those items.

Column e. Initial When Corrected.

a. The person taking the action or transferring the information initials
other entries.

b. The initials will go on the last line of the entry.

c. For quality control, the inspector or commander’s designated repre-
sentative will check all corrected status symbol X faults to ensure
proper repairs have been completed.If properly repaired, the inspector
or the commander’s designated representative will initial the status
symbol.
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Figure 3-12. Sample of a completed DA Form 2404 used for BDAR

Legend for Figure 3-12:
Completion instructions for DA Form 2404 used for battlefield damage
assessment and repair

Note: Administrative/bumper number will be placed in upper right hand
corner or as prescribed by local SOP.
(1) Organization. Enter the name of the unit to which the equipment
belongs.
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(2) Nomenclature and Model.
a. Enter the noun abbreviation and the model of the equipment.
b. For watercraft, use the noun abbreviation and Hull Design Number.
(3) Registration/Serial/NSN.
a. Enter the serial or registration number.Enter the NSN when no
serial or registration number is available.
b. For watercraft, enter the DA Hull Number.
(4a) Miles.
a. Enter the miles or kilometers on the equipment’s odometer as of the
date in block 5.
b. Round to the nearest mile or kilometer.Put the letter “K” before the
number if the reading is kilometers.
c. Leave blank if the item does not have an odometer.
(4b) Hours.
a. Enter the meter reading in hours as of the date in block 5.
b. Leave blank if hours do not apply to the equipment.
(4c) Rounds Fired. Leave blank.
(4d) Hot Starts. Leave blank.
(5) Date.Enter the calendar date.
(6) Type Inspection. Enter the letters “BDAR.”
(7) TM Number and TM Date.
a. Enter the number and date of the PMCS TM.When two TMs cover
an item, put the second TM number and date in the second TM
number and date block.

b. When the manual has changes, print“W/C” and the latest change
number after the TM number. Then, put the latest change date in the
TM date block.

(8a) Signature. When the repair or replacement has been accom-
plished, the person doing the job will sign name and enter rank.

(8b) Time. Leave blank or use as needed locally.

(9a) Signature. The maintenance supervisor or the commander’s des-
ignated representative will sign name and rank. This is to ensure that
when corrective actions are taken, no safety faults still exist that would
endanger the operator or cause further damage to the equipment.

(9b) Time. Leave blank or use as needed locally.

(10) Man–Hours Required. Leave blank or use as needed locally.

Column a. TM Item Number. Leave blank.

Column b. Status. Leave blank.

Column c. Deficiencies and Shortcomings.

a. Briefly describe the fault.

b. If more than one deficiency or shortcoming is noted, leave enough
room between entries to allow for corrective action taken to be anno-
tated.

Column d. Corrective Action. Explain actions taken to correct or
repair the fault. Note any parts replaced, parts ordered, and work
done.

Column e. Initial When Corrected. The person taking the action
initials here.
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Figure 3-15. Sample of a completed DA Form 2407 to request support maintenance

Legend for Figure 3-15:
Completion instructions for DA Form 2407 to request support mainte-
nance
Section I–Customer Data.
Note: Blocks (BLK) 1, 5, 6, 7, 10a, 10b, 11,12, 13, 15, 16, 20, and 24

are mandatory if equipment is inoperable.Inoperable equipment is
equipment that is NMC, in accordance with AR 700–138, a subsystem
of a reportable weapon system, or command maintenance significant.
(1a) UIC Customer. Enter the UIC of the customer that owns the
equipment.
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(1b) Customer Unit Name. Enter the name of the unit identified by
the UIC in block 1a.
(1c) Phone number. Enter the phone number of the unit identified by
the UIC in block 1a.
(2a) SAMS–2 UIC/SAMS–I/TDA. If intransit, enter UIC for SAMS–2 or
SAMS–1 /TDA unit.
(2b) Utilization Code. Enter Utilization Code. See Appendix B.
(2c) MCSR Item. Print the word“yes” or the letter “Y” if the item is
reported under AR 700–138. This also applies to components and
subsystems of an item/system that is reportable. If not, leave this
block blank.
Section II–Maintenance Activity Data. To be completed by support
maintenance DSU/GSU/AVIM/DEPOT.
Section III–Equipment Data.
(5) Type MNT REQ Code. Enter the Type Maintenance Request
Code. Appendix B, Table B–20, lists the codes.
(6) ID. Enter the Identification(ID) Code as shown below that identifies
the type of number you will enter in Block 7.
A—National/NATO Stock Number.
C—Manufacturer’s Code and Reference Number (Part Number).
D—Management Control Number (MCN).
P—Other Numbers.
(7) NSN. Enter the National Stock Number or appropriate number
identified in block 6.
(8) Model. Enter model number.
(9) Noun. Enter noun nomenclature of item.
(10a) ORGWON/DOC NO. Enter organization work order number or
organization document number. For assignment of organization work
order number (ORGWON), see Paragraph 3–6c.
(10b) EIC. Enter the end item code (EIC). See AMDF.
(11) Serial Number.
a. Enter the serial number of the item in Block 9.
b. For nontactical wheeled vehicles, use the registration number.
c. For ammunition, use the lot number.
d. Leave blank if the form is used for more than one item.
e. Leave blank if the equipment has more than one serial number.
f. Mandatory entry if equipment is INOP.
(12) QTY. Enter the number of items. (Must be only one item listed if
equipment is reportable under AR 700–138 and is NMC.)
(13) PD. Enter the Priority Designator. (See DA Pam 710–2–1).
(14) Malfunction Description. (DS, GS, AVIM, Depot Use.)
(15a) Failure Detected During/When Discovered Code.
a. Enter failure detected code from Table B–3 or When Discovered
Code from DA Pam 738–751.
b. Leave blank if no failure occurred.
(15b) First Indication of Trouble/How Recognized Code. Enter first
indication of trouble code from Table B–4 or How Recognized Code
from DA PAM 738–751.
(16) Miles/ Kilometers/ Hours/Rounds. Enter the miles or kilometers
from the odometer on the equipment beside the “M” or “K”. Round to
the nearest mile or kilometer. If the equipment has no odometer, leave
blank. Enter the hour reading (to the nearest hour) beside the“H” from
the hour meter mounted on the equipment. If the equipment has no
meter, leave blank. Enter the total equivalent full charge (EFC) rounds
fired beside the “R”. See the item’s DA Form 2408–4. If rounds do not
apply to the equipment, leave blank.
(17) Project Code. Enter the project code if one has been assigned. If
not, leave blank.
(18) Account Processing Code. Enter the Account Processing Code
(APC) if required by your unit.The APC is a code prescribed locally for

costing and budget identification of customers and organizations (ref-
erence TM 38–711–13). If not required, leave blank.

(19) In Warranty? Enter“Y” or “N” to indicate whether equipment is
still under manufacturer’s warranty. If “Y”, submit one work request for
each serial numbered item.

(20) Admin Number. Enter the bumper number/materiel control num-
ber, or administrative number assigned to the item of equipment.

(21) Reimbursable Customer. For DSU/GSU/AVIM/ Depot use.

(22) Work Performed By. Enter code for level of work from Table
B–24.

(23) Signature. The commander or the commander’s designated rep-
resentative will sign for all priority 01 through 10 requests. This signa-
ture approves the use of the PD.

(24) Describe Deficiencies or Symptoms.

a. Using the information in column “c” of DA Form 2404, briefly
describe the fault or symptoms.For example, Print “Engine does not
develop full power” or “Equipment uses two quarts of oil daily,”etc. Do
not ask for general or specific repair of parts to be replaced; for
example, do not tell support to “replace the hydraulic system” or
“repair as needed.”

b. When the form is asking for work on more than one item with the
same NSN, list the number of items, their serial numbers (if they have
serial numbers), and anything else support will need. INOP equipment
(equipment reported on the Materiel Condition Status Report), compo-
nents/ subsystems of reportable equipment, or command maintenance
significant equipment)must have its own separate forms.

c. When the form is for components or assemblies with a
recoverability code of A, D, F, H, or L, give the end item NSN. Put the
NSN on the last line of block 25. You will find recoverability codes in
the RC code column on the Army Master Data File (AMDF). You will
also find the codes listed as part of the item’s Source, Maintenance,
and Recoverability (SMR) code in the parts manual.

d. If you need more room, use a DA Form 2407–1.

e. When the form is requesting standard repair after a battle–damage
expedient has been applied, print“BDAR” in bold letters before de-
scribing the fault or symptoms. NOTE: The end item’s BDAR TM and
AR 750–1 describe when and how BDAR repairs will be made.

(25) Remarks.

a. When the item in block 7 needs“onsite” or “deferred” maintenance,
support wil note that action here. Shop office NCO will make one of
these entries for onsite or deferred work:

(1) Maintenance request received on (date), signature of shop office
NCO.

(2) Onsite repair scheduled for (date), signature of shop office NCO.

(3) Owner to return item on (date) for repair, signature of shop office
NCO.

b. Block 35a will be filled in by support only when the onsite repair is
started or the deferred item is brought back to support.

c. The receipt copy will be sent to the support unit. The owning unit
keeps all other copies until the onsite repair is started or deferred item
is taken back to support.

Section VII. Action Signatures.

(34a) Submitted By. The person sending in the DA Form 2407 enters
first initial and last name in this block.

(34b) The person signing the forms enters the original ordinal date the
form was given to support.
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Figure 3-22. Sample of a completed DA Form 2407–1
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Legend for Figure 3-22:
Completion instructions for DA Form 2407–1, Maintenance Request
Continuation Sheet

Page No. Enter the page number when all needed entries are in
Sections IV–VII. Enter page numbers as required.

No. of Pages. Enter the total number of pages used when entries are
in Sections IV–VII.Enter page numbers as required.

SECTION II—Maintenance Activity Data.

(3a) Work Order Number (WON). Enter WON (see paragraph 3–6c
for assignment of WONs).

(3b) Shop. Enter shop section code. These codes are assigned to
uniquely identify a particular maintenance shop section. Codes A
through Z are assigned locally by each maintenance battalion operat-
ing SAMS. Examples: A =Automotive Shop, B =Battery Shop, C
=Commo Shop, etc.
(3c) Phone No. Enter the phone number of the Maintenance Activity.
SECTION III—Equipment Data. Use as needed or as prescribed lo-
cally.
Note: When used as a DA Form 2407 continuation, fill in the following
sections and blocks according to the instructions for the original form.
SECTION IV—Task Requirement Data, Blocks 27a–27i.
SECTION V—Part Requirements, Blocks 28a–28o.

Figure 3-23. Sample of a completed DA Form 2408–14

Legend for Figure 3-23:
Completion instructions for DA Form 2408–14, Uncorrected Fault Re-
cord
(1) Nomenclature. Enter the noun of the item.
(2) Model. Enter the model number.
(3) Serial Number.
a. Enter the serial or registration number.
b. For watercraft, enter the DA Hull number.
(a) Status Symbol. Enter the status symbol that applies to the fault.
Status symbol X faults will not go on this form.
(b) Fault. Enter the fault.Entries will be transcribed from column c, DA
Form 2404.
(c) Reason for Delay.
a. Give the reason for delay.
b. If the reason is a part on order, print the document number and
NSN or part number for each. For parts on order from QSS, print QSS
and the Julian date you were told the part was not on hand. For items

on order from the Self–Service Supply Center (SSSC), print SSSC
and the Julian date you were told the item was not on hand.
c. If the part is cancelled later, print“cancelled” and the Julian date the
part was cancelled. Then line through the entry from columns a
through f. If you still need the part, reorder it. Put the fault, NSN or part
number, and new document number on the next open line.
d. If the delay is until the next scheduled service, print “Schedule for
next PM service.” State which service and the date of miles/hours
when it is due.
e. If the delay is for a shop backup, put the work or job request
number in column c. Support work or job request numbers are entered
only when the request has been deferred by support.
f. identification of a leak by itself is not a fault or action that can be
entered on the DA Form 2408–14.But, delays required to correct a
Class I or Class II leak may be entered. Each entry will have a
calendar date when the leak will be repaired or re–evaluated. Under
observation does not correct a leak and will not be entered on the DA
Form 2408–14 as a reason for delay. Class I and II leak entries go on
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the DA Form 2408–14 only when they require a repair or definitive
action.Class III leaks are deficiencies. Repair of Class III leaks will not
be deferred.

g. Do not list faults that are on a support DA Form 2407 for repair,
except support work order requests that do not render the equipment
NMC (i.e., Communication shelters).

(d) Date. Enter the calendar date the entry was transcribed to DA
Form 2408–14.
(e) Entry Approved (Signature). The commander or the commander’s
designated representative will sign in this block when the entry is
made. Enter first name and last name.
(f) Date. Enter the calendar date the fault was actually corrected or
transcribed to DA Form 2407. The individual correcting the fault will
enter his or her last name initial over the status symbol in column a.
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Station. Enter name of installation or tactical site designation (Exam-
ples: Fort Rucker;Sun FOC).
Subject of Log. Enter type of equipment or facility for which mainte-
nance log applies (Examples:ILS; NDB; R–401 Tactical Site).
Month and Year. Enter calendar month and year for which
maintenance form applies (Example: June 1992).
Date. Enter calendar day of month (Example: 6).
Time. Enter local time of entry using 24 hour clock (Example: 1430).
Code. Leave blank.
Remarks.
a. Begin a new page with each calendar month. On the first line, put
“First Entry Month of ________.”
b. After last entry of each month, state“Last Entry Month of ________.”
Draw a slash (/)through all unused lines.
c. Upon each visit, show “Arrived Site” and “Departed Site,” and show
what was found and/or done. As a minimum document the following:
(1) Purpose of site visit.
(2) Condition /configuration of site upon arrival.
(3) All actions or maintenance performed at site. Annotate change out
of all circuit cards or electronic modules by nomenclature, National
Stock Number (if one has been assigned), and/or manufacturer’s part
number.
(4) Condition/configuration of site at departure.
Initials. Initials of person making each entry.
Date/Signature of Sector Manager/Designee. Enter date of mainte-
nance supervisor’s review of log entries followed by maintenance su-
pervisor’s signature.
Date/Signature of Maintenance Technician. Enter date of last entry
and signature of technician closing out maintenance log.

Chapter 4
Nonaeronautical Equipment, Army Oil Analysis
Program (AOAP)

4–1. Objectives
a. The AOAP is a condition monitoring program which is de-

signed to—
(1) Improve equipment reliability and readiness by early detec-

tion of potential failures.
(2) Lower support costs by reducing the number of catastrophic

failures and curtailing excessive component wear.
(3) Reduce resource usage by conserving petroleum products by

adhering to the On Condition Oil Change (OCOC) policy. (See
policy in (a) through c below:)

(a) This policy eliminates the wasteful requirement of changing
component oil based on hours/miles/calendar days as currently spec-
ified by many TMs and LOs. Oil will not be changed unless recom-
mended by the AOAP laboratory. When recommended, both the oil
and the oil filter(s) will be changed at the same time.
Note. Oil filter(s) will be serviced/cleaned/changed when they are known to
be contaminated, or clogged; service is recommended by AOAP laboratory
analysis; or at prescribed hard time intervals as described in LO or TM.

(b) When a unit is deployed and oil analysis service is not readily
available, the unit maintenance officer may authorize an oil and
filter change when oil contamination is evident. A sample will be
submitted to the laboratory as soon as AOAP service becomes
available or the unit is redeployed, whichever comes first. The
remarks block of the DD Form 2026 (Oil Analysis Request)acco-
mpanying this sample to the laboratory will be annotated to reflect
the oil and filter change, because it may affect the trend analysis
performed by the AOAP laboratory.

(c) The OCOC policy does not change or modify procedures and
guidance for new equipment under manufacturer’s warranty or sea-
sonal oil change requirements in current TMs and LOs.

b. An effective AOAP is only possible when the AOAP is fully

integrated into the maintenance system. This chapter provides perti-
nent information and instructions to commanders and equipment
users and encourages efficient performance of the AOAP.

c. AOAP is an effective maintenance diagnostic tool and not a
maintenance substitute. This chapter will not be interpreted to mean
AOAP minimizes, in any way, the need to employ good mainte-
nance practices and strong maintenance discipline.

4–2. Description
a. Oil, hydraulic fluid, and grease analysis is used as a diagnostic

tool to determine the physical condition of used lubricants and the
internal condition of engines, transmission, hydraulic systems, and
other fluid–wetted components.

b. Spectrometric analysis is used to determine the concentrations
of various wear metals in oil samples. Wear metals are metal parti-
cles of microscopic size, produced by the friction of moving parts
within mechanical systems, that enter the oil stream and are dis-
persed and suspended throughout the lubricating oil system. The
kinds of metal particles, and the quantities in which they are pres-
ent, are detected by spectroscopy. Analysis helps determine which
component parts may have generated the particles. By periodically
sampling and testing the lubricants from mechanical systems, abnor-
mal wear can be detected, and worn parts can be repaired or re-
placed before they cause damage.

c. Physical property tests are analytical tests used to detect prop-
erty changes in used oil. For example, changes in viscosity, fuel
dilution, or water content may be indicative of faulty equipment,
operating conditions, or maintenance procedures.

d. Ferrographic analysis is used as a supplemental oil analysis
test on selected components to monitor wear metals that cannot be
detected by spectrometric analysis, Ferrography is used not only to
determine the size, shape, and type of wear–metal particles being
generated by a piece of equipment, but also to determine the kind of
w e a r  ( s p a l l i n g ,  c u t t i n g ,  a n d  r u b b i n g ) p r o d u c i n g  t h e  w e a r – m e t a l
particles.

e. A resample is a sample specifically requested by the laborato-
ry, of the same oil taken under the same condition as the previous
sample.

f .  D e s i g n a t e d  e q u i p m e n t / c o m p o n e n t s  a r e  t h o s e  e n r o l l e d  i n
AOAP.

g. Contamination is a problem that most frequently affects sam-
ple integrity. Wear–metal, water, unusual color, and particular mat-
ter are indications of contamination.

h .  I n s t a l l a t i o n  m a n a g e m e n t  r e p o r t s  a r e  c o m p u t e r – g e n e r a t e d
reports provided by the laboratories to installation/unit monitors and
others on a monthly or as requested basis.

4–3. AOAP participation
Participation in the AOAP is mandatory. AOAP responsibilities of
the commanders of major Army commands, the U.S.Army Reserve,
the Army National Guard, and the Program Director (PD)are de-
fined in AR 750–1.

4–4. What to sample
a. Only the equipment/components listed in tables 4–1 through

4–8, and other equipment/components authorized by the PD, AOAP,
will be sampled. Exceptions will be through letters of authorization
from major command level to laboratories. To be valid, letters must
be issued from the major command that owns and supports the
laboratory. Copies of any such correspondence will be provided to
the PD, AOAP.

b. To request authorization for new enrollment in the AOAP, the
following information will be submitted to the PD, AOAP:

(1) Nomenclature and model of the end item.
(2) End item NSN.
(3) Component nomenclature and model.
(4) End Item Code (EIC) assigned to the NSN of the end item.
(5) Hydraulic system capacity.

4–5. When to sample
a. Routine samples are to be submitted at prescribed intervals as
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established in paragraphs 4–11 through 4–15. Note that the intervals
are not the same for all items of equipment.Samples should be taken
as near the prescribed interval as possible.Sampling at the pre-
scribed time is not always possible. In such instances a 10 percent
variance before or after the scheduled date, hours, or miles for
sampling is permissible.

b. Special samples are those samples other than routinely sched-
uled. Special samples will be submitted to the laboratory under the
following circumstances:

(1) At the request of the laboratory.
(2) Immediately before transfer among commands or overseas

deployment of equipment. These special samples will be processed
by the laboratory prior to the transfer or deployment.

(3) After maintenance, overhaul, or replacement of a component.
(4) After indication of a problem, for example, overheating, ex-

cessive oil loss, or loss of oil pressure.
(5) After indication of contamination, that is, cloudy, sludge,

M60A1 Tank water, excessively dirty, visible metal particles, et-
c.AOS
Note. Special samples will be clearly marked “SPECIAL”and banded with
red tape or marked in some other conspicuous manner so that the laboratory
may easily identify them. The DD Form 2026 that accompanies the samples
to the laboratory will be marked SPECIAL in the remarks block and its
borders will be outlined in red.

c. When a vehicle is in storage, no sampling is required until the
vehicle is scheduled for operational use.

d. Maintenance float equipment will be sampled at 25 hours of
operation or quarterly, whichever occurs first.

e. When a vehicle is used for developmental purposes, used as a
training aid or static display, authorization to discontinue sampling
or to sample at longer intervals may be granted by the applicable
major command. When the equipment returns to normal operation
sampling intervals established in tables 4–1 through 4–7 will once
again apply.

Table 4–1
Combat vehicles

End Item Nomenclature Component(s)
Model

M1 Tank AGT–1500
X1100–3B

M1A1 Tank AGT–1500
X1100–3B

M1A2 Tank AGT–1500
X1100–3B

M1IP Tank AGT–1500
X1100–3B

M2 Infantry Fighting Vehicle VTA–903T
HMPT–500
HMPT–500–3
HMPT–500–3E
HMPT–500–B

M2A1 Infantry Fighting Vehicle VTA–903T
HMPT–500
HMPT–500–3
HMPT–500–3E
HMPT–500–B

M2A2 Infantry Fighting Vehicle VTA–903T
HMPT–500
HMPT–500–3
HMPT–500–3E
HMPT–500–3TEC

M3 Cavalry Fighting Vehicle VTA–903T
HMPT–500
HMPT–500–3
HMPT–500–3E
HMPT–500–B

Table 4–1
Combat vehicles—Continued

End Item Nomenclature Component(s)
Model

M3A1 Cavalry Fighting Vehicle VTA–903T
HMPT–500
HMPT–500–3
HMPT–500–3E
HMPT–500–B

M3A2 Cavalry Fighting Vehicle VTA–903T
HMPT–500–3
HMPT–500–3E
HMPT–500–3TEC

M60 Tank AVDS–1790–2DA
CD–850–6A
CD–850–6A1

M60A1 Tank AVDS–1790–2DA
CD–850–6A
CD–850–6A1

M60A1 AOS Tank AVDS–1790–2DA
CD–850–6A
CD–850–6A1

M60A1 RISE Tank AVDS–1790–2C
AVDS–1790–2CA
CD–850–6A
CD–850–6A1

M60A1 RISE Tank AVDS–1790–2C
PASSIVE AVDS–1790–2CA

CD–850–6A
CD–850–6A1

M88A1 Recovery Vehicle AVDS–1790–2DR
XT–1410–4

M106A1 Self Propelled Carrier 6V53
TX100–1

M106A2 Mortar Carrier 6V53
TX100–1

M109A2 Self Propelled Howitzer 8V71T
XTG–411–2A

M109A3 Self Propelled Howitzer 8V71T
XTG–411–2A

M109A4 Self Propelled Howitzer 8V71T
XTG–411–2A

M109A5 Self Propelled Howitzer 8V71T
XTG–411–2A

M109A6 Self Propelled Howitzer 8V71T
XTG–411–4

M110A2 Self Propelled Howitzer 8V71T
XTG–411–2A

M113A1 Personnel Carrier 6V53
TX100–1

M113A2 Personnel Carrier 6V53
TX100–1

M113A3 Personnel Carrier 6V53
TX200–4

M125A1 Self Propelled Carrier 6V53
TX100–1

M125A2 Mortar Carrier 6V53
TX100–1

M132A1 Flame Thrower 6V53
TX100–1
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Figure 4-1. Sample of a completed DD Form 2026

Legend for Figure 4-1:
Completion Instructions for DD Form 2026
1 To Oil Analysis Lab: Enter the name of your supporting laboratory.
2 From Major Command. Operating Activity. Include on these two
lines, your major command (FORSCOM, TRADOC, USAREUR,
ELISA, and so forth), full unit designation and address, UIC, and
telephone number.
3 Equipment Model/APL. Enter nomenclature and model number of
the component; for example, Engine AVDS 1790–2A, Xmsn CD
850–6A, and Hydr Sys.
4 Equipment Serial No. This block shall contain the serial number of
the engine or the components being sampled. On watercraft with twin

engines, such as the LCM8s, the identification will consist of the serial
number of the set and suffix identifying the particular engine. For
example, the engines in serial number 12A7505 shall be designated
12A7505–LD or LB, and 12A7485 will be 12A7485–RD or RB.
5 End Item Model/Hull No. Self–explanatory.
6 End Item Serial No./EIC. Enter End Item Serial Number.
7 Date Sample Taken. Self–explanatory.
8 Local Time Sample Taken. Leave blank.
9 Hours/Miles Since Overhaul. Enter cumulative number of hours/
miles on the component since new or last overhaul.
10 Hours/Miles Since Oil Change. Enter number of hours/miles since
last oil change on the component. If neither the component nor the
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end item has an odometer or hour–meter, enter the total estimated
hours.
11 Reason for Sample. Check the block that is applicable. When the
reason is other, explain under remarks; for example, initial sample,
loss of engine power, and excessive smoke.
12 Oil Added Since Last Sample. Self–explanatory.
13 Action Taken. Leave blank.
14 Discrepant Item. Leave blank.
15 How Malfunctioned. Leave blank.
16 How Found. Leave blank.
17 How Taken. Self–explanatory.
18 Sample Temperature. Self–explanatory.
19 Type Oil. Self–explanatory.
20 Remarks. The individual who took the sample will print first initial

and last name and sign. In addition, record the following equipment
usage data in the lower right corner of the REMARKS block.
a. The odometer reading of the end item in which the component is
installed. (indicate whether the odometer reading represents miles (MI)
or kilometers (KM). Do not convert the readings from miles to kilome-
ters or kilometers to miles.)
b. The end item hourmeter reading if the end item does not have an
odometer; for example, HRS 50.
c. If the end item has both an odometer and hourmeter, only record he
odometer reading.
d. Make sure total equipment usage is shown;i.e., the current meter
reading plus usage from replaced meter(s).DID Form 314 (REMARKS
block) will indicate if the equipment had a meter replaced and the
usage of the old meter. Note: If the component is not installed in an
end item, enter “uninstalled”. Entries are NOT REQUIRED for end
items not having an odometer or hourmeter.

Figure 4-2. Sample of a completed DA Form 3254–R
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12. Exhibit Released to. Enter the name, address, and phone num-
ber (DSN/Commercial) of the person and/or company that will ship the
exhibit.

Chapter 12
Unit Level Logistics System (ULLS) User
Procedures

12–1. General ULLS Information
a. ULLS is the Army’s Unit Level Logistics System. ULLS col-

lects maintenance and supply data and provides management infor-
mation at the unit level.

b. ULLS automates/replaces portions of TAMMS. The following
DA/DD Forms have been automated and the ULLS generated prin-
touts(shown with a –E) are authorized replacements:

(1) DA Form 5823 (Equipment Identification Card). DA Form
5823 is not required if you are operating with ULLS; this informa-
tion is on the dispatch printout.

(2) DD Form 1970 (Motor Equipment Utilization Record) (DA
Form 5987–E, Motor Equipment Utilization Record (Automated)).

(3) DA Form 2401 (Organizational Control Record for Equi-
pment)(DA Form 5982–E, Dispatch Control Log (Automated)).

( 4 )  D D  F o r m  3 1 4  ( P r e v e n t i v e  M a i n t e n a n c e  S c h e d u l e  a n d
Record)(Front side Only) (DA Form 5986–E, Preventive Mainte-
nance Schedule and Record (Automated)).
Note. The DA Form 2406 (Materiel Condition Status Report) and backside
of the DD Form 314 will be automated upon the completion of the Army
Material Status System (AMSS) module, which is scheduled to be included
in Software Change Proposal (SCP) 05.

( 5 )  D A  F o r m  2 4 0 4  ( E q u i p m e n t  I n s p e c t i o n  a n d  M a i n t e n a n c e
Worksheet) (DA Form 5988–E, Equipment Inspection/Maintenance
Worksheet (Automated)).

(6) DA Form 2405 (Maintenance Request Register) (DA Form
5989–E, Maintenance Request Register (Automated)).

(7) DA Form 2407 (Maintenance Request) (DA Form 5990–E,
Maintenance Request (Automated)).

(8) DA Form 2408–14 (Uncorrected Fault Record). This form
was eliminated by including all its information on the DA Form
5988–E (Equipment Inspection and Maintenance Worksheet).

(9) DD Form 2026 (Oil Analysis Request) (DA Form 5991–E,
Oil Analysis Request (Automated)).

(10) DA Form 2408–9 (Equipment Control Record) (Usage only)
(DA FORM 5992–E, Equipment Usage Request (Automated)).
Note. Transfers, Gains & Losses are done at the property book level.

(11) DA Form 348 (Equipment Operator Qualification Record)
(DA Form 5983, Equipment Operator Qualification Record (Auto-
m a t e d )  a n d  5 9 8 3 – 1 – E ,  O p e r a t o r ’ s  Q u l i f i c a t i o n  R e c o r d
(Automated)).

(12) Optional Form 346 (U.S. Government Motor Vehicle Opera-
t o r ’ s  I d e n t i f i c a t i o n  C a r d )  ( D A  F o r m  5 9 8 4 – E ,  O p e r a t o r ’ s  P e r m i t
Record(Automated)).

( 1 3 )  S F  F o r m  4 6  ( O p e r a t o r ’ s  I d e n t i f i c a t i o n  C a r d )  ( D A  F o r m
5984–E)

c. The forms and records produced and recorded in ULLS will be
maintained by all units, organizations, and activities who operate
self–powered vehicles, towed vehicles, and stationary equipment.
The local commander may also require weapons and non serial
numbered items to be maintained on this system.

d. Units operating under ULLS will use printouts or automated
reports in place of the manual forms prescribed in other chapter-
s.However, units that are not automated will maintain manual forms
as required by chapters 2, 3, 4, 5, 9, 11, and appendix E.
Note. . The automated processes in ULLS supersede all manual procedures.
In cases that there is a conflict on form disposition between DA Pam
738–750 and the user manual, DA Pam 738–750 will take precedence.

e. There are four separate categories of maintenance processes
within ULLS. This chapter contains information for—

(1) Operational processes.
(2) Equipment data update.
(3) Equipment data reports.
(4) Maintenance support.

12–2. Operational processes
Operational records and system generated reports provide the infor-
mation needed to plan, manage, and control equipment. The opera-
tional processes menu contains the following functions:

a. Equipment dispatch and return. This process provides for the
regular dispatch or alert dispatch of equipment and return as shown
below:

(1) Equipment dispatch. Allows the user to dispatch equipment
with option to produce the Equipment Maintenance and Inspection
Worksheet. This replaces the requirement for a DD Form 1970 and
DA Form 2404 (see fig 12–1).

(2) Alert dispatch. Provides dispatches, by DODAAC, for all
equipment listed in the equipment data file as alert dispatchable (see
Fig 12–2).

(3) Equipment dispatch – returning. This process is used when
returning equipment from regular dispatch. It updates the end item,
component usage, operator record, fuel usage, and dispatch control
files.

b. DA Form 5988–E (Automated). This process allows user to
print an Equipment Maintenance and Inspection Worksheet for each
piece of equipment by DODAAC, admin number, or by FSC to
facilitate PMCS and other scheduled inspections. The FSC option
allows the user to select an item on file by FSC, e.g., to select only
generators, enter “6115”. The system will check the document con-
trol register (DCR)and maintenance fault file and print all faults and
parts that have been ordered. (See figs 12–3 through 12–5.)

c. The DA Form 5988–E (Automated) (figs 12–3 through 12–5)
is used at organization level to—

(1) Record faults found during an inspection. These faults include
P M C S ,  m a i n t e n a n c e  a c t i v i t y  i n s p e c t i o n s ,  d i a g n o s t i c  c h e c k s ,  a n d
spot checks.

(2) Record marine conditions surveys of watercraft.
( 3 )  R e c o r d  t h e  r e s u l t s  o f  t e c h n i c a l  i n s p e c t i o n s  o n  e q u i -

pment.When needed, this form will show condition codes listed in
AR 725–50, AR 750–1, TB, or other publications requiring the
technical inspection.

(4) Collect all maintenance and services performed on vehicles
t h a t  a r e  i n v o l v e d  i n  a  D A  a p p r o v e d  S a m p l e  D a t a  C o l l e c t i o n
(SDC)Plan. In addition to the requirements in this pamphlet, the
applicable Field Planning Guide (FPG) will identify additional data
required as mandatory entries on the PCN AWACF184 (DA Form
5988–E (Automated).

(5) Report Battle Damage Assessment and Repair (BDAR).
d .  O p e r a t o r s ,  c r e w s ,  a n d  u n i t  m a i n t e n a n c e  p e r s o n n e l  u s e  t h e

AWACF184 (DA Form 5988–E) to list faults they cannot fix and
faults corrected by replacing parts.

e. Operators and crews, first–line leaders, maintenance supervi-
sors, and commanders are equally responsible for updating ULLS
with current information recorded on the form.

f. Disposition is as follows:
(1) The AWACF184, DA Form 5988–E (Automated), used for

operator PMCS on an equipment will be kept in the equipment
record folder or in a protective cover until it is no longer needed;
for example, upon updating the ULLS system and generating a new
listing.

( 2 )  T h e  A W A C F 1 8 4 ,  D A  F o r m  5 9 8 8 – E  ( A u t o m a t e d ) ,  l i s t i n g
faults found during an operator’s or crew’s PMCS, goes to the
maintenance supervisor for action. Maintenance section leaders re-
view the form prior to destruction to ensure all actions have been
taken or recorded within ULLS.

(3) The DA Form 5988–E (Automated) used for scheduled serv-
ices will be kept on file for quality control until next service is
performed.

(4) The DA Form 5988–E (Automated) used for technical inspec-
tions will stay with the item until all maintenance is performed or
the item is destroyed.
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(5) Input the most serious fault that must be fixed at support
maintenance to the DA Form 5990–E (Automated) and attach the
worksheet to DA Form 5990–E (Automated).

(6) Faults that cannot be fixed or must be deferred will be anno-
tated on the worksheet and updated through the maintenance fault
update process.

(7) When there is an NMC deficiency on the worksheet, keep the
worksheet until the deficiency has been input through maintenance
fault update process or repaired. This includes the worksheet on
equipment sent to support maintenance.

(8) When the DA Form 5988–E (Automated) is used to report
B D A R  a c t i o n ,  m a i l  i t  t o  S u r v i v a b i l i t y / V u l n e r a b i l i t y  I n f o r m a t i o n
A n a l y s i s  C e n t e r  ( S U R V I A C ) ,  A T T N :  A F D L / F E S / C D I C ,  W r i g h t
Patterson AFB, OH 45333.

g. Maintenance faults provides the capability to identify mainte-
nance faults related to a specific piece of equipment to add, change,
or delete these faults as required. Faults added will be written to the
appropriate maintenance files, and appear on the equipment mainte-
nance/inspection worksheets.

h. Parts instilled enables the user to install parts that have been
received either by admin number or document number.Additionally,
it updates the DCR.

i. Services performed enables the user to enter data on services
and tests performed on the equipment. The process will update
service due file, the EDF, and component data file. When services
are performed, the system will automatically schedule the next serv-
ice due. However, the user must calculate and enter the next special
service, lube, and AOAP due date. These service types and dates are
written to the dispatch printouts and listed under service due data.

j. Add/delete operator provides the user a means of adding and
deleting operator records. When an operator qualification record is
created, the system will utilize the data entries to dispatch vehicles
to qualified operators as shown below. The system automatically
calculates the operator’s miles upon return of a dispatch, and main-
tains the operator’s qualifications, restrictions, accidents, awards,
and training until the record is deleted.

(1) Add operator’s qualifications. This process will produce an
Equipment Operator Qualification Record (fig 12–6). This process
replaces the manual DA Form 348.
Note. The user cannot change driver license number. If an error is made, the
user must delete the record and reenter it.

(2) Delete Operator. This process must be used if an invalid
license number was input and requires changes, or if an operator
transfers from the unit.

k. Modify operator record provides the means of updating an
operator’s record once the record has been added to the system.

12–3. Equipment data update
This process allows the user to update equipment and admin number
data. User can update equipment catalog, change, NSN and serial
number (SN) data for an admin number, change the admin number,
and update weapon system data. The process will update the EDF
and the ECF. Admin number change will update all applicable
system files, such as, document control register, dispatch control
file, maintenance fault file, inoperative equipment file, etc.

a. Equipment add. This enables the user to add equipment to the
equipment data file. MCSR reportable items must be loaded in-
dividually.Commanders can determine if weapons, protective masks,
kitchen equipment, etc., are to be loaded separately or grouped as
like items. Nonreportable items (machine guns) that deadline weap-
ons systems must also be loaded separately.

b. Equipment data file update. Provides the capability to update
catalog, weapon system, and admin number data. It also allows
users to change admin number, serial number, or change NSN for
an admin number.

c. Component file update. Allows the user to add, change, or
delete AOAP component data. If the engine or transmission was
changed, use change component serial number option. If the engine/
transmission has never been on file, use component add. If the

engine/transmission was added by mistake, then use component
delete.

d. Equipment service update. Allows the user to add or update
scheduled services or special services.

e. Equipment delete. This process will delete a piece of equip-
ment by admin number. A report will automatically be generated
with admin number data for the equipment just deleted.

f. Equipment class codes. Provides the capability for the user
created class codes(UA–UZ or ZA–ZZ) to be added, changed, or
deleted from the class code file. (See fig 12–7.)

12–4. Equipment data reports
Provide hard copy reports as shown below:

a. Oil analysis request. Allows the user to prepare a routine or
special oil analysis request. This process replaces preparation of a
manual DD Form 2026 (see fig 12–8.)

b. Equipment availability. Provides the user with an Equipment
Availability Report, which displays admin number, model, noun,
and status of equipment for selected unit. (See fig 12–9.)

c. Parts received not installed. There are two options in this
process. The first is a print for admin number, and the second is a
print by DODAAC. (See fig 12–2 1.)

d. Equipment fuel usage. This provides a monthly, quarterly, or
FY fuel usage report for specific fuel types.

e. Service schedule. This provides a hard copy that shows the
services by admin number, DODAAC, date range, or for an NSN.
(This process provides an automated frontside DD Form 314). (See
fig 12–10.)

f .  N o n  m i s s i o n  c a p a b l e .  T h i s  p r o c e s s  w i l l  d i s p l a y / p r i n t  b y
DODAAC all non mission capable equipment (Deadline Report).
(See fig 12–22.)

g. Equipment operator/class code. This process allows the user to
print the class codes, operator qualification record (DD Form 348–E
(Automated)), operator qualification by class code, or the operator’s
ID card(Automated SF Form 46).

h. Equipment periodic usage. This process provides the user with
a usage report. This report will print as soon as you press enter from
option number 8 of equipment data reports. (This report provides
the automated DA Form 2408–9.)
Note. Transfers, gains, and losses are not included in this report.

i. Equipment data file. This allows the user to print major end
items, components, and weapon system/subsystems, without serial
number or by admin number w/components.

12–5. Maintenance support functions
T h e s e  f u n c t i o n s  a r e  n e c e s s a r y  t o  p r o v i d e  a n  i n t e r f a c e  w i t h  t h e
Standard Army Maintenance System (SAMS).

a. Send SAMS transactions. This process allows the user to send
required inoperative maintenance and maintenance request data (via
diskette) to SAMS.

b. Maintenance request. This produces maintenance request by
admin number or without admin number with an equipment inspec-
tion maintenance worksheet. (See fig 12–11.)

c .  M a n u a l  m a i n t e n a n c e  s t a t u s  u p d a t e .  T h i s  a l l o w s  u s e r  t o
manually update the maintenance status on the maintenance request
register. See work request status codes in table B–2 1.

d. Automated maintenance status update. This process automati-
cally updates the maintenance status(via diskette) from SAMS to
update equipment that is in direct support.

e. Maintenance request register. This will display or print the
maintenance request register. (See fig 12–12.)

f. Automated maintenance master data file. This will update the
equipment catalog file and allow the user to print the master file.

12–6. Equipment dispatch
a. Dispatching is the method by which a commander controls the

use of equipment. However, allowing equipment to be used carries
with it the responsibility for both the equipment and the operator’s
safety. The commander must make sure that dispatching procedures
are understood and followed.
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b. The commander appoints a responsible person to the duties of
dispatcher. The person delegated as dispatcher is password con-
trolled within ULLS. In the absence of the appointed dispatcher,
a d d i t i o n a l  d i s p a t c h e r s  m u s t  b e  a u t h o r i z e d  i n  w r i t i n g  b y  t h e
commander.

c. The dispatcher—
(1) Fills requests for equipment to be issued or used.
(2) Ensures the operator is registered as a licensed, qualified

operator within ULLS. If the operator is not registered in ULLS,
check for a valid OF 346/SF Form 46 and update ULLS, as ap-
propriate.(See fig 12–13.)

( 3 )  I s s u e s  a n d  c o l l e c t s  t h e  e q u i p m e n t  r e c o r d  f o l d e r  a n d  t h e
needed forms in the folder.

(4) Ensures that the operators properly annotate required entries
on the forms and printouts contained in the equipment record folder.

(5) Makes required entries on the dispatch input screen.
( 6 )  E n s u r e s  e q u i p m e n t  f a u l t s  a r e  r e p o r t e d  t o  m a i n t e n a n c e

personnel.
(7) Records services performed during the dispatch (e.g., AOAP

samples taken), and update ULLS accordingly.
d. The dispatch loop describes the procedures that will be fol-

lowed when dispatching equipment as shown below:
(1) The operator reports to the dispatcher. For equipment needing

licensed operators, the operator must be licensed to operate the
equipment either within ULLS or have a valid OF 346/SF Form 46.

(2) The dispatcher gives the operator an equipment record folder
with all the forms and printouts that will be needed during the
mission. Both the dispatcher and operator check the dispatch for
services due on equipment.

( 3 )  T h e  o p e r a t o r  u s e s  t h e  e q u i p m e n t ’ s  T M  t o  p e r f o r m
before–operation PMCS. Any faults that the operator finds that can
be repaired at that level will be repaired. Other faults, not already
recorded, will be entered on the equipment inspection/maintenance
worksheet. Nontactical equipment may not have a PMCS. The oper-
ator will use a local checklist as a PMCS for that equipment.
“Before” operational checks and services will be performed before
t h e  e q u i p m e n t  l e a v e s  t h e  m o t o r  p o o l  o r  o t h e r  d i s p a t c h  p o i n t .
“During” operational checks will be performed while the equipment
is being operated.“After” operational checks and services will be
performed when the equipment completes the mission or returns to
the motor pool or dispatch point.

(4) If possible, the operator and/or mechanic repairs faults found
on the equipment. The commander or commander’s representative
decides if any remaining faults will keep the equipment from being
dispatched.

(5) If equipment is ready to dispatch, the dispatcher makes neces-
sary entries in ULLS.

(6) The operator leaves with the equipment and the equipment
record folder that contains all needed forms and printouts. For rou-
t i n e  d i s p a t c h ,  a  v e h i c l e ’ s  f o l d e r  w i l l  c o n t a i n  c u r r e n t  e q u i p m e n t
maintenance and inspection worksheet, dispatch printout, and SF
Form 91 and DD Form 518.

(7) When the mission is completed, the operator performs the
after operation PMCS on the equipment, and annotates new faults
on the DA Form 2404. The operator and mechanic will fix any
faults they can, and secure the equipment.

(8) The operator turns in the equipment record folder and all
forms and printouts to the dispatcher. The dispatcher checks forms
for any new faults, and updates ULLS maintenance records. The
d i s p a t c h  i s  c l o s e d  u s i n g  t h e  o p e r a t i o n a l  p r o c e s s e s  m e n u ,  m o t o r
equipment dispatch and return.

(9) Motor transport units performing line haul operations will
transfer their semitrailers to a larger organization designated by the
senior motor transportation command (either group or brigade).The
commander of the larger transport organization will establish a sem-
itrailer control office that will be responsible for maintaining dis-
patch and maintenance records on those semitrailers.

12–7. Equipment record folder
a. The equipment record folder (NSN 7510–01–065–0166) holds

the forms needed to record equipment use, operation, and condition
while on dispatch.

b. The folder is used as follows each time an item of equipment
is dispatched:

(1) The folder will carry only the printouts and records needed
during a dispatch.

(2) A DA Form 2408–4 will go in the folder only when the
weapon is to be fired, serviced, or repaired.

(3) Place all the appropriate printouts and forms, except the DD
Form 314 and DA Form 2408–9, in the folder when the equipment
goes to support maintenance.

c. When equipment is turned in or transferred, the folder will
accompany the equipment. The folder will contain the Acceptance
DA Form 2408–9 and printouts/diskette generated from ULLS.
Note. Be sure to coordinate these actions with your support property officer
before actual transfer or turn in.

12–8. DA Form 5823
The DA Form 5823 is not required if you are automated with
ULLS.

12–9. Motor equipment dispatch
a. Two types of ULLS produced dispatches. Regular and alert are

two types of ULLS produced dispatches. The motor equipment
dispatch is a record of motor equipment use as shown below. It is
required for all equipment being dispatched and equipment requiring
operating time.

(1) The motor equipment dispatch is used to control the use of
s p e c i a l  p u r p o s e ,  c o m b a t ,  t a c t i c a l ,  a n d  n o n t a c t i c a l  v e h i c l e s  a n d
equipment, including material handling equipment.

(2) The motor equipment dispatch is also used to record operat-
ing time on equipment that requires services based on hours only.
This includes such equipment as generators, air compressors, cen-
trifugal pumps, etc. Operating time is the period of operation or
hours of usage, using the time of day. Operating time is maintained
throughout the dispatch cycle within ULLS.

(3) Equipment going to support maintenance will be dispatched
to and from support maintenance. An exception to this is when the
unit requesting support maintenance and the support maintenance
activity are collocated so that the equipment will not leave the
motor pool area or area where equipment is maintained or stored. In
this case, only a maintenance request needs to accompany the equip-
ment. At support maintenance, the maintenance request will be used
as a dispatch record for maintenance repair operations and final road
testing.

(4) The motor equipment dispatch will be used to dispatch equip-
ment requiring exercises because of low use or equipment in admin-
istrative storage.

(5) The option “alert dispatch” will dispatch all equipment that is
coded as alert dispatchable. These dispatches will be produced in
advance. The required entries (i.e., date, time, driver’s name, etc.)
will be entered manually by dispatcher at time of dispatch. The alert
dispatch summary sheet (replaces the DA Form 2401) will be used
to record the operator’s name.

b. Disposition.
(1) Based on entries recorded in the Return Usage portion of the

motor equipment dispatch, the dispatcher will update equipment/unit
data; i.e., fuel added, date and time in, and any remarks. The usage
data (current or estimated miles/kilometers/hours taken from the
odometer or hour meter when the equipment returned from dispatch,
and oil added during dispatch) will also be updated.This form is to
be discarded when no longer needed.

(2) The dispatcher looks for any unusual entries in the Remarks
block that may need further action.

(3) When equipment is involved in an accident or other situation
under investigation, the dispatcher produces the dispatch control log.
The dispatcher attaches the motor equipment dispatch for equipment
to the log and maintains the forms until released by the investigator
or at the completion of the investigation.
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12–10. DA Form 2401
The DA Form 2401 is automated through the dispatch in and dis-
patch out process. (See fig 12–14.)

12–11. DA Form 2405
Units supported by ULLS, are not required to maintain a manual
DA Form 2405, as it is automated within ULLS.

12–12. Maintenance request form (automated)
This form serves as a request for maintenance support. ULLS auto-
mates the DA Form 2407. Two hard copies of the DA Form 2407
are generated by ULLS for delivery with the equipment to the
support maintenance activity. In addition, a diskette is produced for
d e l i v e r y  t o  t h e  S t a n d a r d  A r m y  M a i n t e n a n c e  S y s t e m  1
(SAMS–1)site.

a. Use.
(1) Request support maintenance to include—
(a) Repairs not authorized by unit level.
(b) Application of MWOs.
(c) Fabrication or assembly of items.
(2) Report work on DA directed items under an approved sam-

pling plan. AR 750–1 governs this program. The specific Field
Procedures Guide (FPG) identifies data elements for the forms.

( 3 )  I n i t i a t e  w o r k  r e q u e s t s  t h a t  m a y  b e c o m e  w a r r a n t y  c l a i m
actions.

(4) Show all maintenance done on nontactical wheeled vehicles,
and tactical vehicles used as general purpose and passenger carrying
vehicles. Use this form for vehicles and supported equipment when
they are assigned to administrative motor pools.

(5) Request an ECOD or technical inspection to classify the serv-
iceability/repairability of an item before turn–in for replacement.

b. Disposition.
(1) Receipt copy (one). The first automated hard copy is used for

accountability purposes and then destroyed when equipment is re-
turned to the unit.

(2) Control copy (two). The second automated hard copy is sta-
pled to a blank DA Form 2407 or 2407–1 by the support activity.
When the form is used for BDAR, mail this copy to the Sur-
vivability/Vulnerability Information Analysis Center (SURVIAC),
AFFDL/FES/CDIC, Wright Patterson AFB, OH 45433.

(3) Organization copy (three). With ULLS automation, this copy
is replaced by the SAMS–1 work order (WO) Detail Report, PCN
AHN–0 18, which will be printed for the ULLS unit once the work
request is closed. (See fig 12–23.)

(4) File copy (four). With ULLS automation, this copy is re-
placed by the number two “control copy” once the WO is closed.
The unit will keep this copy for 90 days after the equipment is
fixed. For items under a DA approved sampling plan, hold this copy
as directed by the plan.

12–13. DA Form 5409 (inoperative Equipment Report
(IER)) and DA Form 5410 (Unit Level Deadlining Parts
Report(ULDPR)
For units supported by ULLS, data collected on these forms will be
furnished SAMS on an ULLS transaction diskette (SAMS transac-
tions).
Note. If any unit within a specific Battalion, Brigade, Division, etc., is
operating on ULLS, all other assigned or attached units are restricted from
submitting manual inop reporting forms; i.e., DA Form 5409 and DA Form
5410, to report deadlined equipment, or parts data unless data is reduced at
the SAMS 2 (SAMS–2) site.

12–14. Nonaeronautical Equipment, Army Oil Analysis
Program (AOAP)

a. Chapter 4 explains the AOAP in detail. It explains how, when,
and where to sample.

b. ULLS produces an oil analysis request that is used in place of
the DD Form 2026 (fig 12–8). Information input in the dispatch
return process such as miles/hours since last overhaul, equipment
and component usage, and oil added is automatically written to the
oil analysis request. The oil used since last sample is reset to 0,

automatically, after the oil analysis request is produced. The miles/
hours since oil change is reset to 0 automatically when the “oil
change only” or“scheduled service and oil change only” sub option
is selected from services performed option.

12–15. Historical records contained In ULLS
a. Units operating with ULLS may produce the DA Form 2408–9

Usage Report data automatically from ULLS upon request.The DA
F o r m  2 4 0 8 – 9  U s a g e  R e p o r t  i s  t h e n  c a r r i e d  t o  y o u r  l o c a l  d a t a
p r o c e s s i n g  c e n t e r  t o  b e  d a t a  r e d u c e d  a n d  s e n t  t o  t h e  D i r e c t o r ,
U S A M C  L o g i s t i c s  S u p p o r t  A c t i v i t y ,  A T T N :  A M X L S – R R M ,
Redstone Arsenal, AL 35898–7466. (See fig 12–15.)

b. To produce the ULLS Equipment Usage Report, ULLS opera-
t o r s  m u s t  u p d a t e  t h e  e q u i p m e n t  c a t a l o g / p u b l i c a t i o n  i n f o r m a t i o n .
The“Type Report Code” must contain a value of “Y” for all items
identified as DA Form 2408–9 usage reportable in appendix E.

c. Usage Reports will be generated on the following dates:
(1) As of 1 October for non–tactical vehicles.
(2) As of 1 November for tactical vehicles.
(3) As of 1 February and 1 August for floating craft.
d. Submit data to LOGSA, ATTN: AMXLS–RRM, Redstone Ar-

senal, AL 35898–7466. Data may be submitted by AUTODIN,
DDN E–Mail, floppy diskette, magnetic tape, or hard copy. These
methods are listed in the preferred order of submission. See figure
12–16 for instructions on how to data reduce the Equipment Usage
Report.
Note. If you use a word processor to produce an 80–80 floppy diskette, do
not load the word processor on the same computer you operate ULLS. This
will cause system problems when you go back to run ULLS.

12–16. Manager Reports
Manager Reports provide the tools necessary for commanders and
supervisors to effectively manage the unit’s PLL and maintenance
o p e r a t i o n s .  T h e  C o m m a n d e r s  G u i d e ,
AISM–25–L3N–AWA–ZZZ–CG, provides more detailed informa-
tion on reports, internal SOP, and an ULLS checklist.

a. Excess Management Report. This report should be reviewed
weekly. It provides a listing of PLL and non–stocked records that
have an excess quantity on–hand or due–in. (See fig 12–17 and
(1)through (3) below.)

(1) The report identifies items that are excess to unit needs and
requires cancellation or turn–in.

(2) Excess may be caused by one of the following factors:
(a) Authorized quantity was decreased and no action was taken

on the excess created.
( b )  C u r r e n t  o n – h a n d  q u a n t i t i e s  m a y  b e  i n  e r r o r ;  v e r i f y  b y

inventory.
(c) Parts on hand incorrectly posted as installed.
(d) Receipts of parts on hand were not posted through ULLS.
(3) Dispose of when no longer needed or per standing operating

procedures (SOP).
b. Commander’s Exception Report. This report provides a listing

of all requests having a high priority or extended value of $500 or
more that have been processed since the last time the Commanders
Exception Report was printed. The Commander’s Financial Transac-
tion Listing (fig 12–18) must be reviewed and initialed before the
daily transactions are sent to the DSU. Any request not approved
can be canceled before transactions are sent to the DSU.

c. Service schedule due. This report provides a report of sched-
uled services due by admin number, DODAAC, date range, or NSN
(see (1) and (2) below).Review this report monthly and dispose of it
when no longer needed or per local SOP. (See fig 12–19, Service
Schedule Due by DODAAC.)

(1) Use this report to determine which equipment requires serv-
ices by admin number, DODAAC, date, or during a particular date
range.

(2) To find services that are overdue, use a start date of 1 year
prior to the current date and use the current date as the end date.
The process will list all services not performed for the past year.

d. PLL Inventory Report. This report provides a listing in loca-
t i o n  s e q u e n c e  o f  a l l  P L L  l i n e s  a n d  a n y  N S N  r e c o r d s  w i t h  a n
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on–hand quantity to aid in performing inventories. (See fig 12–20
and (1) through (3)below.)

(1) Use this report to conduct location surveys for determining
PLL operations effectiveness.

(2) Use this report to determine if the on–hand quantity meets the
needs of the unit.

(3) PLL Inventory Report will be kept on file until the next
inventory has been completed.

12–17. The Army Materiel Status System (AMSS)
The AMSS is designed to replace all manual materiel readiness
reports for ground, aviation, and missile equipment.

a. AMSS is being developed to automate the manual readiness
reporting requirements listed in AR 700–138. When fielded, AMSS
will replace the DA Form 2406, DA Form 1352, and the DA Form
3266–1 with a single automated readiness reporting system. It will

become the commander’s link to monitoring the maintenance and
supply posture of the unit.

b. AMSS will collect, compile, and report materiel readiness data
at the unit and provide this information to the battalion level. The
capability will exist to consolidate the “real time” readiness infor-
mation received from subordinate units and will be used for the
purpose of monitoring and reporting their readiness posture.

c. AMSS will accumulate NMC data and parts information for all
reportable end items, systems, and subsystems and will have the
capability to receive support and depot level NMC data from the
SAMS–1. NMC time due to an equipment shortage (NMCE), will
be included in AMSS to track reportable and nonreportable subsys-
tems not on hand that effect reportable system NMC time. The
capability of maintaining required, authorized, and on hand data will
also be included in AMSS.

d. The readiness information accumulated at the battalion level
will be provided to the SAMS 2 where it will then be forwarded to
LOGSA.
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Figure 12-1. Sample of ULLS generated DA Form 5987–E, Motor Equipment Dispatch

Legend for Figure 12-1:
Completion instructions for ULLS generated Motor Equipment Dis-
patch, DA Form 5987–E (Automated)
Note: This listing replaces the requirement to maintain DD Form 1970.
Dispatch Heading Section:
Unit address, telephone number, and UIC is retrieved from the data
base; no entries required by the operator.

Date Dispatched. The date equipment is dispatched. ULLS default
entry.
Time Dispatched. The military time equipment is dispatched. ULLS
default entry.
Equipment Data Section.
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Admin number, equipment model number, equipment noun, equip-
ment national stock number (NSN), equipment serial number, registra-
tion number, equipment license number, and key number will be
retrieved from equipment data file; no entries from operator/crew chief
needed in these areas.
Service Due Data Section:
Information in this section is retrieved from the ULLS data base; no
entries required by the operator.Operator/ supervisor will review this
section and take appropriate actions as required.
Dispatch Information Section:
Official User Name/Phone Number. The operator requesting the dis-
patch will provide the last name, first name, middle initial, rank/grade,
and telephone number to the dispatcher. Dispatcher enters the name
of the person to whom the operator is to report (official user). This
person will be responsible for the equipment when in use.
Destination. The dispatcher will enter into the ULLS system the major
operating point of dispatch.
Expected Date/Time of Return.
a. Dispatcher will enter close of business(COB) or the actual time the
user expects to return with the equipment. b. The operator will ensure
he reviews the expected date/time of return. If equipment cannot be
returned due to mission, operator will notify the official user who will
request an extended dispatch.
Equipment Dispatcher Signature. The dispatcher will sign their
name.
First Operator’s Signature. The operator will sign their name. If you
change operators while the vehicle is dispatched, annotate the hours/
miles/kilometers on the equipment to the right of the operator’s sig-
nature.Second Operator’s Signature.
a. This line will be used if you change operators while the equipment
is on dispatch. This normally happens when an operator becomes
sick, overly tired, etc. (e.g., during convoy operations).
b. The operator will sign their name.

Note: If there was more than one operator while the vehicle was
dispatched, the dispatcher will ensure that each operator’s Qualifica-
tion Record is updated appropriately.

Off Post Authorization. The commander or the commander’s desig-
nated representative will sign and enter rank if off post travel is
authorized.

Dispatch Out Remarks.

a. The dispatcher will enter all towed equipment by the prime mover.

b. If equipment was extended the operator will write the words “EX-
TENDED DISPATCH”, the name and rank/grade of the person
authorizing the extension, and expected date of return.

c. The official user or the commander’s designated representative will
sign and enter rank when operator is released or mission is com-
pleted.

End Item Usage Data Section:

a. Equipment Noun, Miles /Hours/ Kilometers and Current Reading are
ULLS generated entries.

(1) M/H/K. This displays how equipment is tracked, either by Miles/
Hours/ Kilometers.

(2) Current Reading.Displays the reading of previous block, in M/H/K,
prior to dispatch.

b.Reading at Return. This is entered by operator at time of return.

c.Fuel Usage. The operator enters the amount of fuel in gallons added
while the equipment was on dispatch.

Component(s) Usage Data Section:

a. Component’s Serial Number, Noun, M/H/K, and Current Reading
are ULLS generated entries.

b. Reading at Return. The operator enters reading when the equip-
ment is returned. If the M/H/K meter is broken or missing, estimate the
M/H/K used on equipment.

c. Oil Added. The operator enters the amount of oil in quarts added
while the equipment was on dispatch.
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Figure 12-2. Sample of an ULLS generated DA Form 5987–E, Motor Equipment Dispatch (Alert)

Legend for Figure 12-2: Note: (Recommend preprinting the Alert Dispatch, filing the alert dis-
patch forms in dispatch area, and/or when/if alert is called, distribute
forms IAW unit SOP.) The Alert Dispatch Summary Sheet printed at
the end of the Alert Dispatch forms may be used as a Dispatch
Control Log for the alert dispatches.
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Figure 12-3. Sample of an ULLS generated DA Form 5988–E, Equipment Maintenance and Inspection Worksheet(for operator/crew PMCS)

154 DA PAM 738–750 • 1 August 1994



Figure 12-4. Sample of an ULLS generated DA Form 5988–E, Equipment Maintenance and Inspection Worksheet(for changing an “X”
condition)

Legend for Figure 12-4:
Completion instructions for ULLS generated Equipment Maintenance
and Inspection Worksheet, DA Form 5988–E(Automated) (used for
operator/crew PMCS and changing an “X” condition).
Equipment Data Section:
a. Admin number, Equipment Model, Equipment Noun, Equipment

National Stock Number (NSN), Equipment Serial Number, Registration
Number, Type Inspection, and the Publication Numbers (with
changes) will be retrieved from the equipment data file. No entries
from the operator/crew chief are needed in these areas.
b. The operator/crew chief must ensure that data contained in these
areas are correct prior to pulling PMCS. If any fields are not current,
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notify the ULLS operator so he/she can update the data fields through
the ULLS Menu process. For more information about these data fields,
refer to the ULLS End User Manual ADSM–25–L3N–AWA–ZTH–EUM.
Type Inspection.
Operator/crew chief requests the ULLS operator to print an Equipment
Maintenance and Inspection Worksheet with the type inspection to be
performed. See ULLS End User Manual or chapter 3 of this pamphlet
for an explanation of these symbols.
(1) Use the same worksheet for more than 1 day. If you find no faults
during the BEFORE OPERATION checks in the PMCS, write the
calendar date under the fault description column. If no faults are found
DURING or AFTER OPERATION CHECKS, put your initials in the
initial column.
(2)When no faults are found, this worksheet can be used for more
than 1 day even if the worksheet was used for concurrent PMCSs;
that is, W/M. Just place the first letter of the type of PMCS performed
(W/M) under the corrective action column by that day’s date in the
fault description column.
Signature.
When a deficiency or shortcoming is found, the operator or supervisor
signs and enters rank. A signature in this block keeps the form from
being used past current dispatch.
Time. Leave blank or use as needed locally.
Signature (For figure 12–3). Operator’s supervisor will sign and enter
rank when a fault is found on the PMCS.
Time. Leave blank or use as needed locally.
Signature (For figure 12–4). The commander or the commander’s
designated representative will sign name and enter rank when making
a status symbol change or changing from an X to a circled X status
symbol for one time operation.
Time. Leave blank or use as needed locally. For missile system/
subsystem reported under AR 700–138, enter the time when you find
a deficiency.
Parts Requested Section:
The system will check the Document Control Register (DCR) and print
any parts that have been ordered against the admin number on the
worksheet. Operator/crew chiefs and supervisors will review this sec-
tion and take appropriate action as required. For more information
about this section, see the ULLS End User Manual
ADSM–25–L3N–AWA–ZTH–EUM.
Fault. Shows the fault number for which the part is requested.
Doc Number. The document number under which the required part
has been ordered.
NIIN. National Item Identification Number.
QTY Due. Due–in quantity for the part on order.
QTY Rec. The quantity received.
Status Date. Shows date of status code.
Date Comp. The date that all parts were received for document num-
ber listed or transaction closed.
PRI. The priority for item ordered.
DLC. Deadline code. “D” if deadlined; “N” if not deadlined.
Maintenance Faults Section:
Item Num.
a. Write the PMCS item number that applies to the fault listed in this
column. If the PMCS has no item numbers, list the page, paragraph,
or sequence number. Circle the number if fault is listed in the “Equip-
ment is not ready/available if” column or “Not Mission Capable if”
column of the PMCS. If the PMCS has no ready/available or not
mission capable column, circle the TM item number, page, or para-
graph number of any fault that makes equipment NMC.
b. Pubs or TM sections other than PMCS may be required for safety
faults or local dispatching. For example, AR 385–55 lists safety checks

that may not be in the PMCS. Those faults will not be counted as
NIVIC for Materiel Condition Status Report reporting unless they are in
the PMCS “not ready” column or the not mission capable column. But,
you will list them if you find a problem with one of them.

c. For those faults not covered by the PMCS, leave this column blank.

Fault Date. Enter the calendar date the deficiency or shortcoming was
found.

Fault Status (Figure 12–3). Enter the status symbol that applies to
the fault or deficiency.

Fault Status (Figure 12–4). Repair of status symbol X faults cannot
be postponed or delayed, but they may be changed to circle X status
symbol for limited operation. The commander or the commander’s
designated representative may change an X status symbol fault to a
circle X status symbol. Changing of status symbols should only be
done when the equipment is crucial to the mission. No X status sym-
bol faults will be changed to a circle X if it endangers the operator/
crew or may cause further damage to the equipment. Circle X condi-
tions will be for one time operation or mission (common sense must be
used).

Fault Description.

a. If you find a fault that can be repaired, stop the PMCS and correct
the fault. Do not enter faults that have been repaired or already listed
on the worksheet. Continue the PMCS to make sure no other faults
exist.

b. Briefly describe fault. Skip one or two lines between faults. This will
give maintenance room to note actions they take.

c. When more than one TM covers the equipment, draw a line under
the last entry for one TM. Under the line, write the TM number of the
manual you will use next. After you finish the PMCS and list all faults
you cannot fix, give the form to the maintenance supervisor.

Corrective Action (Figure 12–3). Explain corrective actions taken.

Corrective Action (Figure 12–4).

a. Print “Cleared for Limited Operations.” Provide the specific limits
under which equipment can be operated. For example, limits may
involve speed, type of mission, distance, weather, or time. The change
may affect a subsystem of a system listed in AR 700–138. If so, make
sure limits include that part of the mission the system can no longer
do.

b. Deficiencies changed to a circle X will return to an X status symbol
at the end of the day or mission.

c. Equipment cleared for limited operations will still be carried as NMC
for the Materiel Condition Status Reporting.

d. When a deficiency is corrected or changed to a circle X, enter the
miles and calendar date in the corrective action column at the end of
the dispatch or operation.

Initials (Figure 12–3). The mechanic initials any faults that have been
fixed. The mechanic gives it back to maintenance supervisor. Mainte-
nance supervisor will review the faults corrected and those still not
fixed to decide what other action is needed. For quality control, the
inspector or a designated representative will check all corrected status
symbol X faults. The inspector will then initial the status symbol.

Initials (Figure 12–4).

a. The maintenance supervisor or the commander’s designated repre-
sentative initials for limited operations entries.

b. The person taking the action or transferring the document/NSN
initials other entries.

c. The initials will go on the last line of entry.
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Figure 12-5. Sample of an ULLS generated DA Form 5988–E, Equipment Maintenance and Inspection Worksheet(for maintenance service s
and inspections)

Legend for Figure 12-5:
Completion instructions for ULLS generated Equipment Maintenance
and Inspection Worksheet, DA Form 5988–E(Automated) (used for
maintenance services and inspections)
Equipment Data Section:

a. Admin number, Equipment Model, Equipment Noun, Equipment
National Stock Number (NSN), Equipment Serial Number, Registration
Number, Type Inspection, and the Publication Numbers (with
changes) will be retrieved from the equipment data file. No entries
from the operator/supervisor are needed in these areas.
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b. The person performing the service or inspection will review the data
fields prior to ensure information listed on the worksheet is correct. If
any fields are incorrect, pencil in the correct data and give to the ULLS
operator. The OLLS operator will update data fields using the ULLS
Menu process. For more information about these data fields, refer to
the ULLS End User Manual ADSM–25–L3N–AWA–ZTH–EUM.
Type Inspection. The person performing the service or inspection will
request a worksheet with the type of inspection or service to be per-
formed. See ULLS End User Manual or Chapter 3 of this pamphlet for
explanation of these symbols.
Note: A continuation sheet may be needed to perform the inspection
or service. The ULLS has this option available.
Signature. The person performing service/inspection signs and enters
rank after inspection is completed.
Time. Leave blank or use as needed locally.
Signature. The maintenance supervisor or designated representative
signs name and enters rank after service/inspection is completed and
parts have been ordered.
Time. Leave blank or use as needed locally. For missile system/
subsystem reported under AR 700–138, enter the time when you find
a deficiency.
Part Requested Section: The system will check the document control
register (DCR) and print any parts that have been ordered against the
admin number on the worksheet. Maintenance personnel and supervi-
sors will review this section and take appropriate action as required.
For more information about this section, see the ULLS End User
Manual ADSM–25–L3N–AWA–ZTH–EUM.
Fault. Shows the fault number for which the part is requested.
Doc Number. The document number under which the required part
has been ordered.
NIIN. National Item Identification Number.
QTY Due. Due–in quantity for the part on order.
QTY Rec. The quantity received.
Status Date. Shows date of status code.
Date Comp. The date the transaction was completed.
PRI. The priority for item ordered.
DLC. Deadline code. “D” if deadlined; “N” if not deadlined.
Maintenance Faults Section:
Item Num.
a. Put the PMCS item number that applies to the fault listed in this
column. If the PMCS has no item numbers, list the page, paragraph,
or sequence number. Circle the PMCS number if the fault is listed in
the “Equipment is not ready/available if” column or “Not Mission Capa-
ble if” column of the PMCS. If the PMCS has no ready/available or not
mission capable column, circle the TM item number, page or para-
graph number of any fault that makes equipment NMC.

b. Pubs or TM sections other than PMCS may be required for safety
faults or local dispatching. For example, AR 385–55 lists safety checks
that may not be in the PMCS. Those faults will not be counted as
NMC for Materiel Condition Status Report (MCSR) reporting unless
they are in the PMCS “not ready” column or the not mission capable
column. But, you will list them if you find a problem with one of them.

Fault Date. Enter the date the service is performed or the date the
equipment went non mission capable (NMC).

Fault Status. Enter the status symbol that applies to the fault or
deficiency.

Fault Description.

a. If you find a fault that can be repaired, stop the PMCS and correct
the fault. Do not enter faults that have been repaired or already listed
on the worksheet. Continue the PMCS to make sure no other faults
exist.

b. Briefly describe the fault. Skip one or two lines between faults. This
will give maintenance room to note actions they take.

c. When more than one TM covers the equipment, draw a line under
the TM. Under the line, write the TM number of the manual you will
use next. After you finish the PMCS and list all faults you cannot fix,
give the form to the maintenance supervisor.

Corrective Action.

a. Explain corrective actions taken.

b. If parts are needed, the mechanic will enter the NSN or part number
in this column.

c. Faults that need support maintenance will go on a ULLS, generated
maintenance request. Print (SPT–MAINT)in this column.

d. The commander’s designated representative will decide what main-
tenance can be delayed. Faults that do not affect the operation of the
equipment and the operator’s safety can be deferred because

: (1) Support is backed up and cannot get to the equipment right
away.

(2) The needed repair part is not on hand.

(3) Other reasons at the commander’s discretion.

e. Those faults that the commander’s designated representative de-
cides to defer will be printed in this column.

Initals.

a. The mechanic initials any dash or diagonal status symbols that are
fixed. For status symbol “X”, the mechanic’s initials will go on the last
line for entry. The inspector or a designated rep will check all cor-
rected status symbol “X” faults. The inspector will then initial the status
symbol. The person who did the work initials in the initial column.

b. For quality control, the worksheet will be maintained on file until the
next service is completed.
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Figure 12-6. Sample of an ULLS generated DA Form 348–E, Operator Qualification Record

Legend for Figure 12-6:
Completion instructions for ULLS generated Operator Qualification Re-
cord/DA Form 348–E (Automated). This listing is produced as re-
quired, but always when you are adding a new operator or changing
an already registered operator. This is to ensure that the new/updated
data is correct and verified by the operator driver. This listing will also
be provided to the operator upon reassignment to a new unit. Then,
delete the record from the file.
Operator Information
(1) Last Name. Self–explanatory.
(2) First Name. Self explanatory.
(3) Initial. Operator’s middle initial.
(4) DOB. Date of Birth.
(5) Sex. Self Explanatory.
(6) WT. Weight in pounds.
(7) HT, FT, IN. Height in feet and inches.
(8) Hair. Color.
(9) Eyes. Color.
(10)Social Security Number. Self Explanatory.

(11) Miles Since Last Action. Number of miles recorded for the oper-
ator since last award, accident, etc.
(12) Days Since Last Action. Cumulative days since last action pos-
ted. (System calculates from latest “AA” remarks code date to current
date; i.e., latest Remark code date =1 Jan 91 and current date =1 Jan
92, then last days since last action =365.)
(13) License Expiration Date. License Expiration Date.
(14) Hours Since Last Action. Number of Hours recorded since last
action (award, accident, etc.).
(15) Total Miles Driven. Shows total accumulated miles driven.
(16) Commander’s Signature–Primarily used when an Individual
transfers. This verifies information and qualifications.
Equipment Qualifications
This section is used to record the driver’s equipment class code, code
description, and date qualified.
The Code, Date, Description, and Verified Section reflects restric-
tions/actions. The last grouping shown displays a record of accident
data, traffic violations, safety awards earned, etc. “OO” codes reflect
special training, and “AA” codes reflect awards, accidents, etc.
Verifier. The person verifying the remarks/action will be entered by
the ULLS operator.
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Figure 12-7. Sample of an ULLS generated DA Form 5985–E, Class Codes

Legend for Figure 12-7:
This report will be generated as required. Dispose of this listing when
no longer needed. This listing is produced by Unit and DODAAC.

Code. The Equipment Class Code as recorded within ULLS. This
code is used in the dispatch process to check if the operator is quali-
fied to operate a specific piece of equipment.
Description. The narrative description of the Equip Class Code as
recorded within ULLS.
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Figure 12-8. Sample of an ULLS generated DA Form 5991–E, Oil Analysis Request

Legend for Figure 12-8:
This printout replaces the requirement to manually prepare an Oil

Analysis Request, DO Form 2026. All entries are self–explanatory with
the exception of sample index number. The sample index number is a
number assigned by the oil lab to identify a specific component.
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Figure 12-9. Sample of an ULLS generated AWCMF417, Equipment Availability Report

Legend for Figure 12-9:
This report is produced by DODAAC and Unit.
Admin No. Self–explanatory

.Model. Displays the model of the equipment.
Noun. Name of the equipment.
Status. The status of the vehicle; e.g., available, deadlined, dis-
patched, etc. Dispose of this form when no longer needed.
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Figure 12-10. Sample of an ULLS generated AWCMF452, Service Schedule

Legend for Figure 12-10:
This listing gives you the information which was being reflected on the
front side of the manual DD Form 314.
(1) Admin Num. Self–explanatory.
(2) Reading. Displayed by“K” for Kilometers or “M” for miles.
(3) NSN. Shows the National Stock Number of the item.
(4) Model. Model number of the item.
(5) Noun. Name of the item.

(6) Pub Data. Displays latest publications and date pertinent to this
item.
(7) Last Service. Last service accomplished by code (see ULLS End
User Manual or Chapter 3 of this pamphlet) and date.
Service Data shown is: (1)Date Type Service Due.
Self–explanatory.

(2) Interval Days. Shows days between service.
(3) Reading Due. Shows“K” (for kilometers) or “M” (for miles)and

reading for next service.
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Figure 12-11. Sample of an ULLS generated DA Form 5990–E, Maintenance Request

Legend for Figure 12-11:
Completion instructions for ULLS generated Maintenance Request
(DA Form 5990–E (Automated)).
Customer Data:
All data within this section is ULLS generated and self–explanatory.
Activity Data:
Displays all support activity data.
SUP WON. Blank. Support work order number will be assigned by
support maintenance activity.
Name of Maintenance Activity. ULLS generated; self–explanatory.
Phone. ULLS generated;self–explanatory.
SUP UIC. The support maintenance activity’s UIC.
Shop Section. Blank. Assigned by support maintenance activity.
Equipment Data:
Type MNT REQ. ULLS operator enters alpha/numeric code which

identifies the type of maintenance required on an item of equipment.
For a definition of the codes, see the ULLS EM.
ID. The identifying number code which identifies whether the equip-
ment is for an NSN, part number, or other numbers.
NSN. The National Stock Number or other number for the equipment.
Model. Self–explanatory.
Noun. Self–explanatory.
SER NUM. Serial Number.Self–explanatory.
QTY. Quantity. Enter the number of items on the work request.
ORG WON. The ULLS generated organizational work order number.
Priority. The ULLS operator will enter the priority designator (PD) for
the request. Assign PDs based on the Urgency of Need Designator
(UND) and Force Activity Designator (FAD). AR 750–1, AR 710–2,
and AR 725–50 cover assignment of PDs.
Failure Detected. For values and explanation, see Appendix B, Table
B–3, or the ULLS EM.
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MI/KM. The miles/kilometers recorded within ULLS.
Hours. If applicable; ULLS generated entry.
Rounds. If applicable; manual entry.
In Warranty. ULLS generated entry. Y if under warranty; N is not
under warranty.
Level of Work. ULLS generated entry.
Admin NUM. ULLS generated based on ULLS operator input.
Malfunction/Remarks–The ULLS operator will enter a brief de-
scription of the malfunction or symptom.
PD Authenticating Signature. The CO or the CO’s designated repre-
sentative signs for all priority 01 through 10 requests. The signature
approves the use of the PD.
Signature Data:
Submitted by. The person submitting the request signs on this line.
ORD Date. The person submitting this request will enter the ordinal
date; e.g., 11 Sep 90 would be entered as 90254.
MIL Time. Enter the Military time that the maintenance request was
accepted.
Accepted By. The person accepting the maintenance requests signs
on this line.
Status. The person accepting the request will enter an A. This will
relay back to the ULLS customer that the equipment is awaiting initial
inspection.
ORD Date. The person submitting the maintenance request will enter
the ordinal date; e.g., 11 Sep 90 would be entered 90254.
MIL Time. Enter the military time that the maintenance request was
accepted.
Action Data:

Support Maintenance will fill out the following blocks:

Work Started By. The person assigned to do the work reflected on
the maintenance request signs on this line.

Status. The person who signed the “Work Started By” will annotate
completion status. Appendix B, Table B–21, lists work request status
codes (STA). In addition, the ORD Date and MIL Time will be anno-
tated in the space provided.

Inspected By. The person inspecting the equipment will sign on this
line.

Status. Annotate the work request status code that applies. In addi-
tion, the ORD Date and MIL Time will be annotated in the space
provided.

Picked Up By. The person picking up the equipment will sign on this
line.

Status. Always annotate“U” (pickup). In addition, the ORD Date and
MIL Time will be annotated in the space provided.

Completion Data:

QTY RPR. The support maintenance activity will annotate the quantity
of part(s) repaired.

QTY Condemned. The support maintenance activity will annotate the
quantity of items condemned.

NRTS. The support maintenance activity will annotate the quantity of
items not repairable this station.

EVAC WON. If item is evacuated, the work order number assigned by
the receiving activity will be annotated on this line.

EVAC Unit Name. Annotate the name of the unit to whom the equip-
ment is evacuated.

Figure 12-12. Sample of an ULLS generated DA Form 5989–E, Maintenance Request Register

Legend for Figure 12-12:
This listing is printed as required. It provides a list of all ORGWON
maintenance requests forwarded to support units.Dispose of when no
longer needed.
ADMIN #. The administration number of the equipment.
ORG WON. The organizational work order number (ULLS assigned).
SUP WON. The support work order number assigned. Input when

SAMS transaction disk is loaded through automated maintenance sta-
tus.
NMCS. Number of hours equipment is down for Not Mission Capable
Supply.
NMCM. Number of hours equipment is down for Not Mission Capable
Maintenance.
STATUS. The work request status code. See Appendix B, Table
B–21.
Date. The date of status.
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Figure 2-13. Sample of an ULLS generated OF 346E, Operator’s Permit

Legend for Figure 2-13:
Completion instructions for ULLS generated U.S. Army Motor Vehicle
Operator’s Identification Card (OF 346E)
Name of Operator. The operator’s last and first name.
MI. The operator’s middle initial.
Sex. M for male; F for female.
Date Issued. Self–explanatory.
Height. Self–explanatory.
Weight. Self–explanatory.
Date of Birth. Self–explanatory.

SSN. Operator’s Social Security Account Number.
Date expired. Date the license will expire.
Color of Hair/Eyes. Self–explanatory.
Signature of Operator. The operator whose name appears will sign
here.
Name/Loc Issue Unit . The name and location of the issuing unit. In
addition, this block contains the name and title of the issuing officer.
The issuing officer will sign above name.
The date below the dotted line displays Operator’s qualifications and/
or restrictions.
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Figure 12-14. Sample of an ULLS generated DA Form 5982–E, Dispatch Control Log

Legend for Figure 12-14:

This listing is produced as required. However, this form will always be
produced prior to purging the Dispatch Control Log when equipment

has been involved in an accident or other situation under investigation.
Dispose of the listing after the investigation is complete. For other than
investigations, dispose of IAW local SOP.
This listing replaces the requirement to maintain a DA Form 2401. All
entries are self–explanatory, except D/L Auth and Sch Svc Auth,
which are not used at this time.

Figure 12-15. Sample of an ULLS generated DA Form 5992–E, Equipment Periodic Usage Report
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Legend for Figure 12-15:
DATE. The date of the report (prints automatically).
UIC. Unit Identification Code.
UNIT NAME.Self–explanatory.
UTIL CODE. Utilization Code. See Appendix B, Table B–6, for an
explanation of these codes.
ADMIN #. ULLS generated.

MODEL. The equipment model.
NSN. National Stock Number.
SERIAL NUMBER. Equipment’s serial number.
REG NUM. U.S. Army Registration Number.
YR. Year of manufacture.
USAGE. Total cumulative miles or kilometers usage reading. The
reading is prefixed with an “M” or “K” to designate the type usage
(miles or kilometers) being reported.
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Figure 12-16. Sample of an ULLS generated DA Form 5992–E, Equipment Periodic Usage Report, with instructions for data reduction

Legend for Figure 12-16:
Completion instructions for data reduction of information contained on
the Equipment Periodic Usage Report (DA Form 5992–E (Auto-
mated)).
Position Special Instructions
1–6 Leave blank.
7–12 Enter UIC.
13 Enter Utilization Code.

14 Leave blank.
15–22 Enter model–no special characters (i.e., slashes/dashes, etc).
23–35 Enter NSN–no special characters–left justify.
36–45 Enter Serial Number(right justify–do not prefix with zeros and
no special characters–enter the last 10 characters only.).
46–53 Enter Registration Number (do not prefix with zeros or enter
special characters–right justify. Alpha O and I will be entered as zero
(0) or one (1)).
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54 Leave blank.
55 Enter “M”.
56–57 Year of Mfg–enter the two digit year of manufacture (i.e., 93).
58 Enter “M” for miles; “K” for kilometers to indicate type usage being
reported.
59 Enter “C”.

60–64 Leave blank.
65–70 Enter the usage information (miles or kilometers)–right justify
and prefix with zeroes.
71–75 Leave blank.
76–79 Enter Julian Date of report (i.e., 3007)
Note: Date must be converted to Julian date before submitting to Data
Reduction Centers.80 Enter“J”.

Legend for Figure 12-17;
Note: See Chapter 12, Paragraph 12–16a.

Figure 12-17. Sample of an ULLS generated Excess Management Report
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Legend for Figure 12-18;
Note: See Chapter 12, Paragraph 12–16b.

Figure 12-18. Sample of an ULLS generated AWCSF–176, Commander’s Exception Report and Financial Transaction Listing
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Legend for Figure 12-19;
Note: See Chapter 12, Paragraph 12–16c.

Figure 12-19. Sample of an ULLS generated AWCMF450, Service Schedule Due Report
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Figure 12-20. Sample of an ULLS generated PLL Inventory Report

Legend for Figure 12-20:
Note: See Chapter 12, Paragraph 12–16d.

Figure 12-21. Sample of an ULLS generated AWCMF436, Parts Received Not Installed Report

Legend for Figure 12-21:
This report is printed by DODAAC and Unit name.
DOC NUM. The document number under which the required part(s)
was ordered.

NIIN. National Item Identification Number.
QTY Due. Due–in quantity for the part on order.
QTY REC. The quantity of items received.
FAULT NUM. Shows the fault number for which the part is required.
DATE COMP. The date transaction was completed.
ADMIN #. Self–explanatory.
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Figure 12-22. Sample of an ULLS generated AWCMF458, Non–Mission Capable Report

Legend for Figure 12-22:
This report is produced by unit UIC, with the unit name.
ADMIN NUMBER.Self–explanatory.
SERIAL NUMBER. Serial number of item or piece of equipment.
LIN. Line item number of the item or piece of equipment.
ORG WON. The ULLS generated organizational work order number.

NAR DATE. This displays the Not Available Reason Code (NAR) (see
ULLS EM for a list of these codes)and the date of this code.
ORIG DATE NMC. Shows the date the item was originally non mis-
sion capable.
ORG DATE. Date item was NMC at organizational level.
DSU DATE. Date equipment was down for support level maintenance.
STATUS/DATE. Shows the date of most recent status.
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REMARKS. Brief description of part or reason for deadline.
SUP WON. Displays the machine generated support work order num-
ber.
DOCUMENT NUMBER. The document number that identifies the part
ordered. This defaults to a fault sequence number when the parts are
received.

NIIN/PART NUMBER. National Item Identification Number or Part
Number.
QTY DUE. Quantity of items due–in.
QTY REC. Quantity of items received.
STATUS/DATE. Displays the status and date for a shipment.
SHIP DATE. Shows the shipping date, if available.
DEFICIENCY. Identifies reason item is NMC.

175DA PAM 738–750 • 1 August 1994



U.S. ARMY SERGEANTS MAJOR ACADEMY (ANCOC) 
 
T431 OCT 03
 
COORDINATE PLATOON DEPLOYMENT READINESS ACTIVITIES
 
 

TRAINING SUPPORT PACKAGE 
 
 

 
 



 

 D-1

HANDOUTS FOR LESSON 1:  T431 version 1 
  
This Appendix 
Contains 

This Appendix contains the items listed in this table--- 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 thru SH-1-3  
SH-2, Extract from AR 600-8-101 SH-2-1 thru SH-2-11 
SH-3, Extract from  AR 608-1 SH-3-1 thru SH-3-5 
SH-4, Extract from DA PAM 608-47 SH-4-1 thru SH-4-9 
SH-5, Extract from Mission: Readiness 
Handbook 

SH-5-1 thru SH-5-5 

SH-6, Partners in Readiness Pamphlet SH-6-1 thru SH-6-7 
SH-7, Memorandum SH-7-1 thru SH-7-3 



 

SH-1-1 

Student Handout 1 
 

 
 This student handout contains the Advance Sheet. 

 



 

SH-1-2 

Student Handout 1 
 

Advance Sheet  
 

 
Lesson Hours This lesson consists of two hours of small group instruction. 
 
 
Overview 

 
Deployment/mobilization cannot function effectively without using the Soldier 
Readiness Program (SRP).  The SRP will not function effectively if you do not 
monitor it.  One of your responsibilities as a platoon sergeant is to ensure proper 
execution and coordination of the SRP.  During this lesson you will learn what the 
Soldier Readiness Program is, the five levels of readiness, the five phases of 
mobilization, and the agencies available to assist soldiers and families during 
deployment and/or mobilization.   

 
 
Learning 
Objective  

Terminal Learning Objective (TLO). 
 

 Action: Identify procedures/measures to coordinate platoon 
deployment readiness activities. 

 Conditions: As a platoon sergeant, in a classroom environment, given 
Student Handouts 2, 3, 4, 5, 6, and 7. 

 Standard: Identified the procedures/measures to coordinate unit 
deployment readiness activities and the areas of support 
available to family members during non-emergency and 
emergency times IAW AR 600-8-101, AR 608-1, DA PAM 
608-47, the Mission: Readiness Handbook, and the Partners 
in Readiness Pamphlet. 

 
 ELO A Explain the Soldier Readiness Program. 
 ELO B Explain the five levels of the soldier readiness processing 

requirements. 
 ELO C Explain the Mobilization Processing policy. 
 ELO D Identify the elements for briefing soldiers and family members. 
 ELO E Identify the components of personal readiness. 
 ELO F Determine the support that the unit can provide. 
 ELO G Determine what support is available during non-emergency and 

emergency times. 
 

 
Assignment The student assignments for this lesson are: 

 
 • Read Student Handouts 1, 2, 3, 4, 5, and 6. 

 
 
Additional 
Subject Area 
Resources 

None 

 



 

SH-1-3 

                                
 
Bring to Class 

 
• Pen or pencil and writing paper. 
• All reference material received for this lesson. 

 



 

SH-2-1 

Student Handout 2 
 

 
 This student handout contains an extract from AR 600-8-101. 

 



 

 SH-2-2 

Chapter 4 
Soldier Readiness (Peacetime) 
 
Section I 
General 
 
4—1. The Soldier Readiness Program 
This program— 

a. Has as a foundation that all soldiers will be 
administratively ready for deployment at all times. 

b. Replaces preparation of replacements for oversea 
movement(POR) qualification 

c. Incorporates planned checks on the soldier 
readiness status of the individual soldier. 

d. Will include more Reserve Component 
requirements at a later date. 
 
4—2. Program policy 

a. Specific administrative deployment processing 
requirements, agreed upon by HQDA policy proponents, 
will be checked and updated prior to individual soldier or 
unit movement. Requirements are prescribed in section II 
by level of operation. 

b. Manpower staffing requirements include checking 
the status of individual soldier readiness during in-
processing; once annually as a unit or an individual; 
during out-processing; and within 30 days of actual unit 
deployment date or date individual soldier departs on 
extended TDY (90 days or more). 

c. A soldier readiness processing team (SRPT), from 
the installation and community staff agencies 
accomplishes the “unit and individual annual” and” 30 
days prior to actual deployment” soldier readiness 
checks, under the general leadership of the G1IAG 
(Chief, Military Personnel Division). Based on installation 
or community size and mission, the SRPT may operate 
on a full-time basis. The team will consist of 
representatives from the following installation/ community 
staff agencies: 

(1) Personnel.  

(2) Medical.  

(3) DentaI. 
(4) Provost Marshal. 
(5) Finance. 
(6) Security 
(7) Legal.  

(8) Logistics.  

(9) Operations. 
d. For soldier readiness processing requirements at 

levels 1 and 2, signature of the person in charge of the 
individual SRPT station is required (signifying all 
requirements have been met by the individual soldier 
being processed) before clearance for movement is 
granted. 

e. In peacetime, active component units or agencies 
that have Individual Ready Reserve (IRR), Active 
Guard/Reserve (AGR), or Individual Mobilization 
Augmentee (IMA) soldiers assigned or attached are 
responsible for their movement processing. Reserve 
Component soldiers identified for CONUS training will be 
processed within 72 hours of arrival at their respective 
CONUS duty stations.RC soldiers identified for outside 
continental United States(OCQNUS) training will 
complete movement requirements prior to OCONUS 
deployment. 
 
Section II 
Soldier Readiness Processing Requirements 
4—3. Level 1- basic movement soldier readiness 
processing requirements 

a. Personnel requirements. 
(1) Soldiers within 7 days of expiration of service 

agreement on actual date of deployment will not deploy. 
(2) Soldiers who are required to have a Family Care 

Plan (DA Form 5304—R) must have an approved plan, 
on file. Soldiers whose Family Care Plans are determined 
to be unsatisfactory by the commander will not deploy. 
Unit commander is the approving authority. 

(3) SGLI—8286 will be reviewed or revised. 
(4) DD Form 93 will be reviewed or revised. 
(5) Each soldier will wear at all times two identification 

tags with metal necklace around neck. 
(6) Each soldier will carry at all times a current ID Card 

(DD form 2A). 
b. Medical requirement. Soldiers who PCS to 

OCONUS (including Alaska, Hawaii, Puerto Rico, Guam 
and the Virgin Islands) or will be deploying/going TDY 
OCONUS longer than 179 days require a negative HIV 
test no older than 6 months prior to the date of departure 
from CONUS. Soldiers on orders to Ranger, or Special 
Operations Command (SOCOM) or rotating Cohesion, 
Operational Readiness, and Training (COHORT) units, 
and those attending militaly sponsored educational 
programs must have a negative HIV test no older than 6 
months from their report date to the new unit. Soldiers 
scheduled for deployment or exercises that will not 
exceed 179 days must have been tested within the 24 
months prior to departure. Results will be posted in the 
medical record. Soldiers confirmed to be HIV antibody 
positive are nondeployable. 

c. Dental requirement. The appropriate record 
custodian will have on file a complete dental record for 
each soldier to include a panographic x-ray. 
 
4—4. Level 2—wartime movement stopper soldier 
readiness processing requirements 

a. Personnel requirements. 
(1) Unless waived by the individual soldier, soldiers will 

not be sent to the country in which or by which they had 
been held in a POW status. 

(2) Soldiers who are German aliens will not be sent to 
the Federal Republic of Germany. US/Turkish citizens will 
not be sent to Turkey. 

(3) Soldiers who are former Peace Corps members will 
not be sent to duties in any intelligence capacity in any 
foreign country in which they served or were trained to 
serve with the Peace Corps. 

(4) Unless waived by the individual soldier, soldiers 
who are sole surviving family members will not be sent to 
an area where duties would normally involve actual 
combat with the enemy. 

(5) Soldiers who do not have 12 weeks of basic training 
or advanced military training or their equivalent will not be 
sent OCONUS. 

(6) Soldiers with a 3 or 4 physical profile, who have not 
been evaluated by an MMRB and declared deployable, 
will not deploy. 

b. Medical requirements. 
(1) Pregnant soldiers will not deploy to OCONUS or 

with a CONUS to CONUS unit move. 
(2) Soldiers assigned to quarters or an MTF will not 

normally deploy. 
(3) Soldiers without current immunizations will not 

deploy. 
(4) Soldiers requiring eyeglasses who do not have two 

pair (one of which may be of civilian type design) and one 
pair protective mask lens inserts will not deploy. 

(5) Soldiers requiting a hearing aid who do not have 
one with extra batteries will not deploy. 

(6) Soldiers required to wear medical warning tags will 
have two tags worn so as to alert personnel to such 
conditions, otherwise, the soldier will not deploy. 
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(7) Soldiers who are HIV positive, or whose HIV test 
date is older than 24 months, will not deploy. 

c. Legal affairs requirement. Each soldier must have 
received, sometime in their current enlistment/career, a 
Geneva Convention briefing prior to deployment. 

d. Security clearance requirement. Soldiers must meet 
secunty clearance requirements for the duty position 
currently held and for the deployment area of assignment, 
if one is required for that area or deployment duty. 

e. Training requirement. Each soldier must be 
individually weapons qualified within the last 12 months 
prior to deployment. 
 
4—5. Level 3—other soldier readiness 
processing requirements 

a. Personnel requirements. 
(1) The unit commander may restrict from movement 

soldiers who are pending discharge, separation, 
compassionate reassignment, and so forth and those 
under the human reliability program. 

(2) Soldiers who have submitted an application and 
received an approval of conscientious objector (Class l—
A—O) will not be assigned to an area where duties would 
normally involve the handling of weapons. 

(3) The following key portions of each soldier’s 
personnel data base information will be reviewed and 
updated: (Military personnel category/code, dependent 
data, marital status, date of last PCS, DROS/DEROS, 
regimental affiliation and homebase, OCONUS 
preference, ABA and termination date, current and last 
FST, travel status, CONUS preference, and HIV test). 

b. Medical requirements. 
(1) Soldiers will receive medical history screening at 

the time of deployment which will include completion of a 
Standard Form 93(Report of Medical History), an 
interview with a physician, physician assistant (PA), or 
nurse practitioner, or a review of medical records by a 
physician, PA, or nurse practitioner. 

(2) Soldiers will be queried for existence of Exceptional 
Family Members and referred for screening and 
enrollment if appropriate. 

c. Dental requirements. 
(1) Soldiers in dental classification 3 or 4 receiving 

treatment to relieve pain, treat trauma, oral infection, or 
follow-up care, will not deploy until treatment is 
completed. 

(2) Each soldier will have a duplicate panographic x—
ray on file at the Central Panograph Storage Facility. 

d. Finance requirements. 
(1) Soldiers will be enrolled in SUREPAY. 
(2) Soldiers will have the opportunity to initiate or 

change allotments prior to movement. 
e. Legal affairs requirements. 
(1) Each soldier pending civil felony charges will be 

provided assistance and may not move as result of these 
charges. 

(2) Given time and other resources, power of attorney 
support may be provided to each soldier. 

(3) Given time and other resources, support may be 
provided to each soldier for the making of a Will. 

(4) Soldiers will be counseled on insurance and other 
civil matters. 
 
4—6. Level 4—deployment area/mission unique 
soldier readiness processing requirements 

a. Personnel requirement. Each soldier will be 
processed for a passport if required for deployment area. 

b. Medical requirement. Each soldier will receive 
immunizations required for deployment area. 

c. Legal affairs requirement. Each soldier will be 
briefed on the applicable local laws for deployment area. 

d. Training requirements. 

(1) Soldiers will receive a terrorist briefing prior to 
deployment. 

(2) Family members will receive a briefing regarding 
soldier’s deployment mission and area. 
 
4—7. Level 5—peacetime PCS/transition soldier 

readiness processing requirements 
a. Personnel requirement. Reassignment and out-

processing requirements will be checked in accordance 
with reassignment processing procedures, and out-
processing procedures. They are otherwise self 
explanatory. 

b. Medical requirement. Soldiers will be given 
immunizations required for geographical area of future 
assignment. 

c. Finance requirement. Soldiers will settle or arrange 
for settlement of their debts prior to PCS. 

d. Legal affairs requirement. Assistance will be 
provided soldiers pending civil and military charges, 
which may result in the soldier not complying with PCS 
orders. 

e. Security clearance requirement. Each soldier must 
meet security clearance requirements for future 
duty position and area of mission or assignment, 
as required in PCS special instructions.  

f. Provost marshal requirements. 
(1) Soldiers will accomplish any special out-processing 

such as removal of vehicle decals. 
(2) Soldiers will ensure prior registration and storage of 

privately owned weapons. 
g. Training requirement. Each soldier will receive a 

mission oriented briefing. 
h. Logistics requirements. 
(1) Soldiers will coordinate for the proper disposition of 

household goods. 
(2) Soldiers will be issued field equipment and clothing. 
i. Dental requirement Soldiers who PCS to a remote 

location where services of a Federal treatment facility are 
not available are required to achieve Class I dental 
condition prior to departure. 
 
Chapter 5 
Unit and Individual Movement (Peacetime) 
 
Section I 
General 
 
5—1. Soldier readiness processing requirements 
This chapter delineates the soldier readiness processing 
requirements as they relate to individual and unit 
movement during peacetime. Specific policies for each 
movement are explained in paragraph 5—2. The tasks, 
rules, and steps for checking these soldiers readiness 
processing requirements are also prescribed in this 
chapter. 
 
5—2. Unit movement policy 

a. Contingency operations. Prior to actual soldier or 
unit movement in support of combat or contingency 
operations, commanders with the assistance of the 
soldier readiness processing team will physically review 
on-site within 30 days of departure, processing 
requirements in levels 1 through 4 (paras 4—3, 4—4, 4—
5, and 4—6).Levels 1 and 2 (paras 4—3 and 4—4) are 
mandatory compliance levels while 3 and 4 (paras 4—5 
and 4—6) may be waived by a general officer in 
command. 

b. Adminisfrative movement. Prior to actual movement 
during peacetime, commanders, with the assistance of 
the soldier readiness processing team, will review, the 
processing requirements at level 1 (para 4-3). 
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c. Peacetime reassignment. Level 5 (para 4—7) 
relates to normal reassignment and transition from active 
duty processing. 

d. Records. Special handling for personnel and dental 
records during movement operations. 

(1) For temporary individual and unit moves, the 
records will be retained at home station. Duplicate 
records may be made to accompany the soldier. 

(2) For individual permanent moves (for example, 
PCS), the records will be hand-carried by the soldier 
unless the soldier is otherwise prohibited by Army 
regulation not to do so, such as in the case when a 
soldier is administratively flagged (AR 600—8—2). 

(3) For unit permanent moves, the records will be 
forwarded to the gaining command but not on the same 
conveyance as the soldiers concerned. 

e. TDY movement. Soldiers departing individually or 
with a unit, who will be absent for 90 days or more will 
also” clear” home station. (See chap 4). 
 
Section II 
Task: Conduct Unit Movement Soldier Readiness 
Check 
 
5—3. Rules for conducting unit movement 
soldier readiness check 

a. The Chief, SRPT will coordinate with the Bn S1 on 
schedule, location and roster of personnel to be checked. 

b. The following stations will certify unit movement 
clearance in writing to Bn S1: personnel, medical, and 
dental. 

c. The Chief, SRPT will collect processing statistics 
and forward to Gl/AG, G3 operations and Bn S1. 

d. The Chief, SRPT will provide a list of 
nondeployables and reason(s) for this status to the Bn S1 
for corrective action, with copy furnished to Gl/AG and G3 
operations. 

e. DA Form 5l23—l—R will provide guidance to a 
soldier for this task. 
f Soldiers will immediately report any change in 
readiness status to the Bn S1. 
 
5—4. Steps for conducting unit movement 
soldier readiness check 
The steps required for conducting unit movement soldier 
readiness checks are shown in table 5—1. 
----------------------------------------------------------------------
Table 5—1 
Unit movement soldier readiness checks    
Steps      Work center Required action      
 1 BN1 Issue soldier DA Form 5123—1—R. 
 2 SDR Process at personnel station - 

 3 SDR Process at medical station. / 
 4 SDR Process at dental station. V 

 5 SDR Process at finance station.~’ 
 6 SDR Process at legal station. 
 7 SDR Process at security clearance station. 
 8 SDR Process at Bn S3. 
 9 SDR Return completed DA Form 5123-1-R     
                                to Bn SI. 
 10 BN1 Verify completeness of forms turned in. 
 11 BNI Inform unit commander and Bn S3 on  
                                unit processing status and specific   
                                deficiencies by soldier. 
 12 BNI File form for future reference. 
 
Section IlI 
Task: Conduct Individual Movement Soldier 
Readiness Check 
 
5—5. Rules for conducting individual movement 

soldier readiness check 
a. DA Form 5123—1—R guides a soldier through this 

task. 
 
 
b. Each soldier will immediately report changes in 

deployment readiness to the Bn S1. 
c. Bn S1 will report those changes to 

installation/community reassignment section. 
d. Is performed on an individual soldier appointment 

basis or as a unit by the installation or community 
processing activity or the SRPT. 

e. Specific soldier readiness processing requirements 
as at chapter 4. Each installation/community staff activity 
will verify chapter 5 requirements with the type of check 
being conducted. 

f Person in charge of each station/activity will 
audit/verify requirements with soldier’s qualifications; 
indicate status and sign DA Form 5123—l—R. 

 
5—6. Steps for conducting Individual movement 
soldier readiness check 
The steps actions required for conducting individual 
movement soldier readiness checks are shown in table 
5—2. 
 
------------------------------------------------------------------------ 
Table 5—2 
Individual movement soldier readiness checks 
---------------------------------------------------------------- 
Steps Work center  Required action 
------------------------------------------------------------------------------- 
 I BN1 Issue soldier DA Form 5123—1--R. 
 2 SDR Process at personnel station. 
 3 SDR Process at medical station. 
 4 SDR Process at dental station. 
 5 SDR Process at finance station. 
 6 SDR Process at legal station. 
 7 SDR Process at security clearance station. 
 8 SDR Process at Bn S3. 
 9 SDR Return completed DA Form 5123-1-R  
                                to Bn SI. 
 10 BN1 Verify completeness of forms turned in. 
 11 BN1 Inform unit commander of specific  
                                deficiencies by soldier for corrective  
                                action. 
 12 BN1 File form for future reference. 
---------------------------------------------------------------- 
Chapter 6 
Mobilization Processing 
 
Section I 
General 
 
6—1. Mobilization policy 
Mobilization is the process by which the Armed Forces or 
part of them are expanded and brought to a state of 
readiness for war or other national emergency. This 
includes calling all or part of the Reserve Components to 
active duty and assembling and organizing personnel 
supplies and material. The call of Reserve Component 
units to active duty may include a Presidential Selected 
Reserve Call-up, S-Day; partial mobilization, T-Day; or 
full mobilization, M-Day. 
 
 
6—2. Mobilization authority 

a. The authority to order mobilization resides with the 
President and/or the Congress. The Secretary of 
Defense (SECDEF), with the advice and 
recommendation of the Joint Chiefs of Staff (JCS), 
recommends to the President and/or the Congress 
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the level of mobilization required to support a 
given contingency or national emergency. Upon 
approval, the SECDEF directs mobilization of the 
Reserve Component (RC) units and individuals 
through the military departments. 

 
b. Normally units will be given as much warning time 

as possible; however, units must be prepared for a ‘no 
notice’ alert order. 
 
6—3. Contingency operations 
For contingency operations that do not require 
mobilization or in the event of the Presidential Selected 
Reserve call-up, the assignment restrictions in AR 6 14-
30, table 3—1 apply.The processing procedures outlined 
for mobilization are applicable. 
 
6—4. Mobilization concept 
Maintaining individual preparedness is the basic concept 
in premobilization processing. Both active and Reserve 
Component units must keep personnel records and 
actions current and accurate to ensure not only the 
availability of personnel, but also to reduce processing 
time at home stations and installations. 
 
6—5. Levels of mobilization 
Mobilization is the process by which the Armed Forces, or 
part of them, are ordered to active duty or federalized in 
response to a contingency or other national emergency. 
This may include all or part of the RCs as well as 
assembling and organizing personnel and material. The 
process of federalizing/mobilizing RC units may be 
accomplished in the following phases: 

a. Phase I—Preparatory. This phase concerns RC 
units at home station (HS) during peacetime. The units 
plan, train, and prepare to accomplish assigned 
mobilization missions. 

b. Phase Il—Alert. This phase begins when RC units 
receive notice of a pending order to active duty and ends 
when the units enter active Federal service. 

c. Phase Ill—Mobilization at Home Station. This phase 
begins with the units’ entry onto active Federal duty and 
ends when the unit departs for their mobilization 
stations(MS) or ports of embarkstion (POE). 

d. Phase I V—Movement to Mobilization Stations. This 
phase be-gins with units departing from HS, by the most 
expeditious and practical means available, and ends 
when the units arrive at their MS or POEs. 

e. Phase V—Operational Readiness Improvement. 
This phase be-gins when the units arrive at their MS and 
ends when they are declared operationally ready for 
deployment. 
 
6—6. OvervIew of the mobilization process 
When mobilization is declared, there is a major change 
from peacetime to wartime assignment procedures. This 
includes movement of personnel to adjust unit strengths 
in line with Army priorities to ensure mission capability 
and readiness of all units and personnel. 
 
6—7. CONUS Replacement Centers (CRC) 

a. Operations are executed by the CRC Replacement 
Battalion(USAR) on pre-designated Army installations. 
CRC units are normally ordered to active duty under 
Presidential Selected Reserve Call-up.The CRC Battalion 
Commander is responsible to the installation commander 
for execution of CRC operations. 

b. The CRC mission is to: 
(1) Process all non-unit related personnel (NRP) 

identified as fillers and replacements for movement to the 
theater of operations.NRP will include AC and mobilized 
RC personnel. This includes but is not limited to: 

(a) Verify completion of Soldier Readiness Processing 
(SRP), chapter 4. 

(b) Coordinate completion of SRP for NRP for onward 
movements to the theater within five days of arrival at the 
CRC. 

(c) Initiate appropriate reassignment action for non-
deployable personnel. 

(2) Coordinate movement of NRP to the (APOE). 
 
6—8. Expansion of the Processing Activity 

a. Prior to full mobilization, installations having 
mobilization station responsibilities will resource and 
organize the processing activity to accomplish the 
mobilization mission. 

b. At mobilization, the installations current in-and-out 
processing activity will expand using current and Reserve 
Component resources according to the installation 
mobilization table of distribution and allowances. 

c. The Chief, Military Personnel Division directs overall 
operations of the processing activity (chapter 1). 

d. A typical installation mobilization and deployment 
center is shown at figure 6-1. Major components are the 
processing activity(accomplisbes the soldier readiness 
mission) and the unit reception activity (accomplishes unit 
training and logistics missions). 
 
6—9. Validation process (AR 220-I, Unit Status 
Reporting) 

a. A typical installation validation center organization is 
shown at figure 6-2. Overall, validation is the installation 
commanders determination as to a units capability to 
accomplish its wartime mission. Individual soldier 
readiness (chap 4) is as important as training and 
equipment readiness. The validation process is usually 
conducted in three phases: 

(1) Part I. The unit commander’s unit status report 
suffices as the initial assessment in the personnel 
community. 

(2) Part II. Soldier readiness processing accomplishes 
the ‘readiness improvement’ portion of the validation 
process. It accesses RC soldiers into the AC and 
prepares them for deployment. 

(3) Part III. The processing activity will provide 
resources and reports(format and content not specified) 
for the installation final validation assessment and 
deployability decision making process. 

b. The AG is the military personnel community’s 
representative on the installation validation board. 
 
6—10. Soldier readiness processing 
requirements 

a. Levels one and two soldier readiness processing 
requirements, specified in chapter 4, are mandatory and 
are therefore nonwaiverable. Soldiers must meet these 
processing requirements prior to deployment OCONUS. 

b. The processing activity will check, validate, and 
report each soldier’s deployability status. 

c. Internal controls will be established to ensure all 
required soldier readiness processing requirements are 
being checked correctly. 

d. If during mobilization processing a soldier is rated 
as not deployment ready, the soldier will continue 
processing in order to determine ready and not ready 
conditions. 

e. Not ready soldiers will remain with their assigned 
unit until the unit deploys or the soldier is issued other 
disposition orders. 

f Soldier readiness deficiencies will either be 
corrected on the spot during processing or follow-up 
referrals and appointments will be made for the soldier. 

g. Sections A and D of the Personnel Inprocessing 
Record (DA Form 5 l23—l—R) guides a soldier through 
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mobilization station processing and determines the 
readiness status of each soldier. Once completed, the 
original will be filed in the soldier’s MPRJ. Other copies 
are used in the validation process, filed for future 
reference by the control station, and filed in the soldier 
carried mobilization packet. 

 
 
h. The following soldier readiness processing 

requirements are major workload generators at both 
home station and mobilization station. Constant unit 
maintenance and effective mobilization station planning 
can ease the burden of processing at the mobilization 
station. Problem areas are— 

(1) DD Form 93 (Record of Emergency Data). 
(2) (VA)29—8286/(SGLV)8286 (Servicemen’s Group 

Life Insurance Election). 
(3) DD Form 2A(ACT) (Active Duty Military 

Identification Card), DD Form 2A(RES) (Armed Forces of 
the United States Identification Card (Reserve)). 

(4) ID Tags. 
(5) Immunizations. 
(6) HIV test result not posted in medical record. 
(7) Eyeglasses and mask inserts. 
(8) Panographic x-ray on file at Central Panographic 

Storage Facility (CPSF). 
(9) Requirements for wills. 
(10) Adequate dental readiness. 

 
Section II 
Task: Conduct Phas I (Preparatory) home 
station 
processing 
6-11. Rules for conducting phase I (preparatory) 
home station processing 

a. Unit commander is responsible for phase I 
processing. 

b. A mobilization packet will be made for each soldier 
and will consist of the following: 

(1) DD Form 1934 (Geneva Conventions Identity Card 
for Medical and Religious Personnel Who Serve in or 
Accompany the Armed Forces), if applicable. 

(2) DD Form 1172 (Application for Uniformed Services 
Identification Card DEERS Enrollment). 

(3) TD Form IRS W4 (Employee’s Withholding 
Allowance Certificate). 

(4) Marriage certificate with raised certification seal. 
(5) Birth certificates of family members. 
(6) DA Form 3955 (Change of Address and Directory 

Card). 
(7) DD Form 2558 (Authorization to Start, Stop or 

Change an Allotment for Active Duty or Retired 
Personnel). 

(8) Blank VA Form 29—8286 (Servicemen’s Group Life 
Insurance Election). 

(9) Family Care Plan if required. 
c. Detailed guidance for accomplishing steps 1, 3, and 

11 below can be found in DA Pam 360—525. 
6—12. Steps for Phase I (Preparatory) home 
station processing 
The steps required for conducting phase I 
(preparatory)home station processing are shown in table 
6—1. 
------------------------------------------------------------------- 
Table 6—1 
Phase I (Preparatory) home station processing----- 
Step Work Ct    Required action                                           . 
 1 Unit Provide soldier with deployment  
                         information. 
 2 Unit Maintain soldier mobilization packet. 
 3 Unit Provide legal counseling. 
 4 Unit Maintain soldiers MPRJ. 

 5 Unit Maintain soldiers PFR (USAR and ARNG). 
 6 Unit Maintain Soldiers health record. 
 7 Unit Verify security clearance roster. 
 8 Unit Verify soldiers in non-deployable status  
                         (soldier readiness deficiencies). 
 9 Unit Verify soldiers family care plan. 
 10 Unit Ensure soldiers have proper identification  
                         documents. 
 11 Unit Conduct premobilization briefing……….. 
 
Section III 
Task: Conduct Phase II (Alert) horns station 
processing 
 
6—13. Rules for conducting phase II (Alert) home 
station processing 

a. Unit commander is responsible for phase II 
processing. 
b. The administrative actions started in phase I will 

continue to be accomplished in phase II until completed. 
 
6—14. Steps for conducting phase II (Alert) home 
station processing 
The steps for conducting phase II (Alert) home station 
processing are shown in table 6—2. 
________________________________________ 
Table 6—2 
Phase II (Alert) home station processing……….. 
Step WorkCtr        Required action …….……………………….. 

1 Unit         Transfer soldiers who are non-deployables. 
 2 Unit Release and recover attached soldiers. 
 3 Unit Promote eligible soldiers. 
 4 Unit Prepare unit personnel rosters. 

5 Unit Furnish soldier, unit, and other activities 
with activation orders and personnel 
rosters. 

 6 Unit Notify finance station of uniVs activation. 
 7 Unit Prepare soldier reassignment plan. 
    8 Unit          Requisition eye glasses, inserts, and 
hearing   
                         aids, as required…………………………. 
Section IV 
Task: Conduct Phase Ill (Mobilization)home 
station processing 
 
6—15. Rules for conducting phase 
Iii(Mobiilzatlon) home station processing 

a. Unit commander is responsible for phase III 
processing. 

b. The administrative actions started in phase I and II 
will continue to be accomplished in phase III 
(Mobilization) home station processing. 
 
6—16. Steps for conducting phase 
III(mobillzation) home station processing 
The steps required for conducting phase III 
(mobilization)home station processing are shown in table 
6—3. 
_________________________________________
__ 
Table 6—3 
Phase lII(Mobilization) home station processing 
….. 
Step Work Ctr    Required action ……………………………….. 
 1  Unit Identify medically disqualified soldiers. 
 2  Unit Update soldier records (MPR.J. medical  
                          and dental). 
 3  Unit Distribute records. 
 4  Unit Verify arrival status of soldiers at the  
                         assembly site. 
 5  Unit DO Form 220 (Active Duty Report). 
 6  Unit Process ID Card documents for family  
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                         members. 
 7  UnIt Update security clearance roster. 
 8  Unit Prepare claims for soldier travel from home  
                         to assembly site. 
 9  Unit Conduct mobilization briefing                     . 
 
Section V 
Task: Conduct Phase IV (Movement to 
Mobilization Station) home station processing 
 
 
6—17. Rules for conducting phase IV (movement 
to mobilization station) home station 
processing. 

a. Unit commander is responsible for phase IV 
processing. 

b. The administrative actions started in phase I, II, and 
III will continue to be accomplished in phase IV until 
completed. 

c. The mission of the advance party will be to prepare 
for main body arrival. 

d. The advance party will turn in the following forms 
and reports upon arrival at the mobilization station: 

(1) DA Form 581 (Request for Issue and Turn-in of 
Ammunition). 

(2) DA Form 1687 (Notice of Delegation of Authority—
Receipt for Supplies). 

(3) DA Form 2406 (Material Condition Status Report). 
(4) DA Form 2715—R (Unit Status Report). 
(5) DA Form 2765—1 (Request for Issue or Turn-in). 
(6) DA Form 2970 (Subsistence Report and Field 

Ration Request). 
(7) DA Form 3161 (Request for Issue or Turn-in). 
(8) Training outline. 
(9) Copies of unit mobilization order. 
(10) MPRJ, PFR, Medical and Dental records. 
(11) List of items requiring calibration. 
(12) Copy of MTOE/TDA. 
(13) Appointment order for mobilization purchasing 

authority, as applicable. 
(14) Appointment order for class A agent, as applicable. 
(15) Personnel security clearance roster. 
(16) Unit manning rosters annotated showing non-MOS 

qualified, newly accessed, nondeployable, and surplus 
personnel. 

e. The departure of the advance party will not be 
delayed if requirements in rule b cannot be met. 
   f The order to AD serves as the unit’s official travel 
orders to move from HS to MS. 
 
6—18. Steps for conducting phase IV 
(movement to mobilization station) home 
station processing 
The steps required for conducting phase IV (movement to 
mobilization station) home station processing are shown 
in table 6—4. 
________________________________________ 
Table 6-4 
Phase IV (movement to mobilization station)home 
station processing                                                                
. 
Step Work Required action Center                                                  

. 
 1  Unit Dispatch advance party. 
 2  Unit Execute movement plan. 
 3  Unit         Report arrival at mobilization station            
 
Section VI 
Task: Mobilization processing of Individual 
reservists at the Mobilization Station (MS) 
 
6—19. Rules for mobilization processing 

IndIvIdual reservists at the mobilization station 
a. The MS only processes non-troop unit assigned 

soldiers. 
b. Current planning requires non-troop unit assigned 

soldiers to report to the headquarters company (holding 
company), U.S. Army Garrison of the mobilization station 
or reception battalion. 

c. The headquarters or holding company processing 
sergeant will coordinate an appointment for soldier 
readiness processing with the processing activity control 
station. 

d. The installation will be prepared to fully cloth, equip, 
and otherwise take care of these soldiers. They have 
been receiving no unit type support during peacetime. 

e. Soldiers must properly clear the installation prior to 
signing out. 
 
6—20. Steps for mobilization processing Individual 
reservists at the Mobilization Station 
The steps for mobilization processing individual reservists 
at the Mobilization station are shown in table 6—5. 
______________________________________________
._Table 6—5 
Mobilization processing at the Mobilization 
station 
 Step   Work Ctr Required action                                                  . 

1   RECBN Collect and forward to the control station 
the soldier’s MPRJ, PFR, medical, and 
dental records. Soldiers may not have any 
of these records in their possession. 

    2   RECBN Explain processing procedures to the                                 
soldier and issue processing checklist. 

    3  RECBN   Prepare SIDPERS accession transaction. 
    4  RECBN Assist soldier through soldier readiness   
                        processing at the processing activity. 

5  RECBN  Ensure soldier completes all processing  
                     requirements by checking the processing  
                     checklist. 

     6  TNG  Validate training readiness of each soldier. 
7  RECBN  Upon reassignment or deployment, sign    

 soldier out, submit SlDPERS departure   
 transaction, and file completed processing  
 checklist. 

8  RECBN   Assist soldier in movement, as required… 
 
Section VII 
Task: Mobilization processing at the control 
station 
 
6-21. Rules for mobilization processing at the 
control station 

a. The control station is the focal point for mobilization 
processing. 

b. Controls suspense actions to complete a soldier’s 
processing. 

c. Coordinates processing times with the Unit 
Reception Activity. 

d. During processing, soldier will keep mobilization 
packet. 

e. Distribution of MPRJ and other records will be per 
AR 600—8—104. 

f Provide and maintain separate holding/waiting area 
for vehicle drivers and personnel awaiting processing and 
departure. 

g. Maintain close liaison with the CONUS Replacement 
Center and headquarters (holding company), USAG. 

h Representatives from the various processing stations 
will participate in orientation briefings, as required. 

i. Any forms and applications of general interest to 
entire groups being briefed during processing orientation 
may be filled out during the orientation. 

j. Items A and D of DA Form 5123—l—R will be used 
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to account for and control soldier readiness processing. 
One copy of the completed DA Form 5123—l—R is filed 
in the soldier’s MPR.J, one copy retained by this station 
for backup and statistics, and one copy is placed in the 
soldier carried mobilization packet 

k When soldiers report for processing without their 
records, new records will be made by the station 
concerned. 

L The processing orientation will include a processing 
overview and a safety briefing. 
 
6—22. Steps for mobilization processing at the 
control station. 
The steps required for conducting mobilization processing 
at the control station are shown in table 6—6. 
_________________________________________ 
Table 6-6 
Mobilization processing at the control station                 
. 
Step   Work Ctr Required action                                               
. 
 1   IOPR Great soldier, conduct processing  
                         orientation, issue processing checklist. 
 2   IOPR Collect MPR.J, dental, medical, and PFR  
                       records, distribute to appropriate             
processing  station. 
 3   IOPR Issue unit SlDPERS rosters to first 
sergeant. 
 4   IOPR Verify soldier processing by reviewing  
                         checklist. 
 5   IOPR Verify soldier readiness status. 
 6   IOPR Make decision on soldier not-ready  
                         conditions. 
 7   IOPR Verify qualification for current assignment     
                       to direct reassignment and issue orders as  
                       required. 
 8   IOPR Follow-up to ensure changes are made in  
                      SlDPERS.                                                    .                        
 
Section VIII 
Task: Mobilization processing at the 
personnel database management station 
 
6—23. Rules for mobilization processing at the 
personnel database management station 

a. All soldiers will process through this station. 
b. PDBM operates at two levels—One geared to 

installation cycle production and the other as a satellite 
operation for accession transactions and unit/MPD 
SIDPERS processing support. 

c. DA Pam 600-8—3 provides guidance for wartime 
SIDPERS operations and related transactions. 

d. DA Pam 600-41 provides guidance for MOBPERS 
operations at this station. MOBPERS adds RC soldiers 
and units to AC. 
  
6—24. Steps for mobilization processing at the 
personnel database management station 
The steps for mobilization processing at the personnel 
database management station are shown in table 6-7. 
______________________________________________ 
Table 6—7 
Mobilization processing at the personnel database 
management station                                                        . 
Step Work Ctr    Required action                                                  . 
 1 PDBM Process MOBPERS tape or other 
accession  
                          data. 
 2 PDBM Produce DA Form 2, and forward to the  
                          control station. 
 3 PDBM Schedule cycles and maintain database. 
 4 PDBM Distribute output. 
 5 IOPR Review daily output to monitor error  
                         resolution. 

 6 IOPR Maintain personnel accountability. 
 7 IOPR Coordinate cycle scheduling. 
 8 IOPR Zero balance unit using final rooster or  
                         provide information to unit first sergeant. 
 9 IOPR Submit strength (accession and deletion)  
                          and other SlDPERS transactions. 
 10 IOPR Report discrepancies. 
 II IOPR Provide technical assistance and analysis. 
 12 IOPR Coordinate with unit commander for zero  
                          balance 96 hours before unit movement. 
 13 IOPR Request/produce and provide SPF and  
                       OMF copies (one tape and one in cards)to 
unit first sergeant before movement.           
 
Section IX  
Mobilization processing at the personnel 
information station 
 
6—25. Rules for mobilization processing at the 
personnel information station 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
c. A copy of the audited DA Form 2 will be filed in the 

MPRJ and in the soldier carried mobilization packet. One 
copy will be forwarded to the unit first sergeant. 
 
6—26. Steps for mobilization processing at the 
personnel information station 
The steps required for mobilization processing at the 
personnel information station are shown in table 6—8.       
. 
Table 6—8 
Mobilization processing at the personnel 
information station                                                    
. 
 Step Work Ctr Required action                                                   
.  
 1 PINS Verify SlDPERS accession transaction  
                          processing. 
 2 PINS Perform quality audit of DA Form 2. 
 3 PINS Verify VA Form 8288. 
 4 PINS Verify DD Form 93. 
 5 PINS Verify physical profile. 
 6 PINS Verify alien status. 
 7 PINS Verify previous POW status. 
 8 PINS Verify previous Peace Corps status. 
 9 PINS Verify sole surviving status. 
 10 PINS Verify weapons qualification. 
 11 PINS Verify 12 weeks military training  
                           requirement 
 12 PINS Verify HIV test date and results. 
 13 PINS Make follow-up appointments to correct  
                           soldier readiness deficiencies.                     
 
Section X 
Task: Mobilization processing at the personnel 
strength management station 
 
6—27. Rules for mobilization processing at the 
personnel strength management station 

a. All soldiers will process through this station. 
b. MOS/AOC qualification determination criteria will be 

limited to the first three digits of the soldier’s MOS/AOC. 
c. Chapter 4 explains soldier readiness processing 

requirements. 
 
6—28. Steps for mobilization processing at the 
personnel strength management station 
The steps required for mobilization processing at the 
personnel strength management station are shown in 
table 6—9. 
_________________________________________ 
Table 6—9 
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Mobilization processing at the personnel strength 
management station                                                 . 
Step Work Ctr    Required action                                                   

.  
 1 PSMS Verify MOS/AOC. 
 2 PSMS Verify missed promotion. 
 3 PSMS Verify physical profile. 
 4 P5MB Verify alien status. 
 5 PSMS Verify previous POW status. 
 6 P5MB Verify previous Peace Corps status. 
 7 PSMS Verify sole surviving status. 
 8 PSMS Verify weapons qualification. 
 9 P5MB Verify 12 weeks military training  
                          requirement. 
 10 PSMS Verify security clearance. 
 11 PSMS Submit SlOPERS update transactions. 
 12 PSMS Make follow-up appointments to correct   
                       soldier readiness deficiencies.                    . 
Section Xl 
Task: Mobilization processing at the finance 
station 
 
6—29. Rules for mobilization processing at the 
finance station 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
b. Obtain finance record from control station. 
 

6—30. Steps for mobilization processing at the 
finance station 
The steps required for mobilization processing at the 
finance station are shown in table 6—10. 
__                                                                                     . 
Table 6—10 
Mobilization processIng at the finance station     . 
Step Work Ctr   Required action                                                . 
 I   IOPR Add soldier to .155 pay system. 
 2   IOPR Verify BAQ and other pay entitlements. 
 3   IOPR Verify allotments. 
 4   IOPR Verify SUREPAY. 
 5   IOPR Issue any casual pay authorized. 
 6   IOPR Verify travel entitlements. 
 7   IOPR Make fallow-up appointments to correct  
                         soldier readiness deficiencies.                 . 
 29 
Section Xli 
Task: Mobilization processing at the 
DEERS/RAPIDS/ID card station 
 
6—31. Rules for mobilization processing at the 
DEERSI RAPIDS/ID card station 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
c. All soldiers will be given the opportunity to enroll in 

the Active Duty Dependents Dental Plan, if eligible. 
However, Army National Guard (ARNG) and Army 
Reserve (USAR) personnel must have been ordered to 
active duty for a minimum of 2 years to meet the eligibility 
requirements for enrollment in the dental plan. 
 
6—32. Steps for mobilization processing at the 
DEERS/RAPIDS/ID card station 
The steps required for mobilization processing at the 
DEERS/RAPIDS/ID card station are shown in table 6—
11. 
_________________________________________
__ 
Table 6—11 
MobIlization processing at DEERS/RAPIDS/ID card 
station                                                                               . 
Step Work Center Required action                                                   

. 

     1   IOPR   Verify DEERS/RAPIDS enrollment 
     2   IOPR   Verify dependents are property enrolled. 
     3   IOPR   Verify ID tags and medical warning tags. 
     4   IOPR   Verify ID Card. 
     5   IOPR   Verify dependents have up-to-date ID 
cards. 
     6   IOPR    Make follow-up appointments to correct   

  soldier readiness deficiencies.                        
. 

______________________________________________ 
 
Section XIII 
Task: Mobilization processing at the medical 
station 
 
6—33. Rules for mobilization processing at the 
medical station 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
 
 
6—34. Steps for mobilization processing at the 
medical station 
The steps required for mobilization processing at the 
medical station are shown in table 6—12. 
                                                                                      . 
Table 6—12 
Mobilization processing at the medical station       . 
 Step Work Required action                                          . 
 1 IOPR Verify complete medical record. 
 2 IOPR Verify HIV test results. 
 3 IOPR Verify ID warning tags (2). 
 4 IOPR Verify eyeglasses (2). 
 5 IOPR Verify mask inserts. 
 6 IOPR Verify hearing aid and spare battery. 
 7 IOPR Verify immunizations. 
 8 IOPR Verify sIck/injured/pregnant status. 
 9 IOPR Verify physical profile. 
 10 IOPR Verify physical examination. 
 11 IOPR Make follow-up appointments to  
                                correct soldier readiness deficiencies. 
 
Section XIV 
Task: Mobilization processing at the dental 
station 
 
6—35. Rules for mobilization processing at the 
dental station 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
 
6—36. Steps for mobilization processing at the 
dental station 
The steps required for mobilization processing at the 
dental station are shown in table 6—13. 
____                                                                                   . 
Table 6—13 
Mobilization processing at the dental station            
> 
Step Work Ctr     Required action                                                    

. 
1      IOPR        Verify complete dental record. 
2      IOPR        Verify panograph x-ray on file at CPSF. 
3      IOPR      Verify dental classification. 
4      IOPR      Make follow-up appointments to correct      

     soldier readiness deficiencies.                          
                                                                                             
Section XV 
Task: Mobilization processing at the security 
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station 
 
6—37. Rules for mobilization processing at the 
security station 

a. Not all soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
c. This station uses unit manning roster supplied by the 

advance party. Roster can be on floppy disk that is 
compatible with computer equipment at mobilization 
station. 
 
6—38. Steps for mobilization processing at the 
security station 
The steps required for mobilization processing at the 
security station are shown in table 6—14. 
 
 
________________________________________ 
Table 6—14 
Mobilization processing at the security station 
Step WorkCtr    Required action                                                 . 
 1   IOPR Verify clearance for PMOS/DMOS/AOC. 

2   IOPR Make follow-up appointments to correct 
solder readiness deficiencies. 

_____________________________________________. 
 
Section XVI 
Task: Mobilization processing at the central 
issue facility 
 
6—39. Rules for mobilization processIng at the 
central issue facility 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
c. Soldiers will be issued field equipment per CTA 50—

900 and unit SOP. 
d. Forward equipment/supply issue records to control 

station. 
  —101 • 1 March 1997 
6—40. Steps for mobilization processing at the 
central 
Issue facility 
The steps required for mobilization processing at the 
central issue facility are shown in table 6-15. 
____                                                                                  .. 
Table 6—15 
MobilIzation processing at the central Issue facility    .       
Step Work Ctr   Required action                                                    

. 
 I   IOPR Issue soldier required equipment 
 2   IOPR Have soldier sign for issued equipment 

3   IOPR Make follow-up appointments to correct 
soldier readiness deficiencies. 

                                                                                               
Section XVII 
Task: Mobilization processing at the Army 
community services center 
 
6—41. Rules for mobilization processIng at the 
Army community services center 
All soldiers, to include those with exceptional family 
members will be referred to this station. 
 
6-42. Steps for mobilization processing at the 
Army community services center 
The steps required for mobilization processing at the 
Army community services center are shown in table 6-16. 
___                                                                                        
. 

Table 6—16 
Mobilization processing at the Army community 
services center                                                                . 
Step   Work Ctr         Required action                                           .   
     1  IOPR            Assist soldier as required. 
     2  IOPR             Make referrals as required.  
     3  IOPR            Verify family address. 

 4  IOPR       Inform unit first sergeant of any special   
      soldier situations. 

                                                                                               
Section XVIII 
Task: Mobilization processing at the legal 
statIon 
 
6—43. Rules for mobilization processing at the 
legal station 

a. All soldiers will process through this station. 
b. Chapter 4 explains soldier readiness processing 

requirements. 
c. If resources permit, wills and powers of attorney may 

be made at this station. 
d. Copies of wills and powers of attorney will be filed in 

the soldier carried mobilization packet. The original and 
one copy will be given to the soldier. 
 
6—44. Steps for mobilizatIon processing at the 
legal station 
The steps required for mobilization processing at the 
legal station are shown in table 6-17. 
                                                                                               
Table 6—17 
Mobilization processing at the legal station              
. 
Step   Work Ctr    Required action                                                   

. 
1   IOPR       Verify Geneva Convention briefing.    
2   IOPR        Determine soldier’s requirement for a will. 
3   IOPR       Provide power of attorney services. 
4   IOPR       Verify pending military charges. 
5   IOPR       Verify pending civilian changes. 

 6   IOPR       Process application for Soldiers and 
Sailors  Relief Act if required. 
______________________________________________ 
 

GLOSSARY 
 
Out-processing 
An event that administratively prepares a solider for 
movement off the installation or to another command at 
the same location. Out-processing is initiated when a 
soldier is alerted for movement and terminates when the 
soldier departs. 
 
Penonnel service support 
A subordinate element of central clearance station. The 
management and execution of personnel and related 
matters, including military personnel, health services, 
finance, legal, military police, chaplain, personal affairs 
office, postal and morale support. (See FM 
100—10.) 
 
Policy 
A general statement goveming objectives of 
a fimctional area (within the purview of the 
Office of the Deputy Chief of Staff for Personnel (policy 
proponent). 
 
Port of debarkation 
An aerial port (APOD) or seaport (SPOD) within the 
theater of operations where strategic transportation for 
forces is completed. It may not be the final destination of 
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a force. 
 
Port of embarkation 
An air or sea terminal at which troops, units, military 
sponsored personnel, unit equipment, and material board 
and/or are loaded. 
 
Presidential selected reserve call-up authority 
Provision of a public law that provides the President a 
means to activate, without a dcclaration of national 
emergency, not more than 200,000 members of the 
selected reserve (all services total), for not more than 90 
days, which the President may extend for an additional 
90 days. 
 
Principles of support 
Fundamental objectives associated with each function. 
They specit~ reason for and source of manpower, for 
example; to operate a promotion system. Principles of 
support are applicable in peace and war. 
 
Proponent 
An Army organization or staff which has been assigned 
primary responsibility for material or subject matter in its 
area of interest. 
 
Reserve Component(s) 
The Army has two Reserve Components: the 
U.S. Army Reserve and the Army National 
Guard. 
 
Retired reserve 
Consists of those individuals whose names are placed on 
the retired reserve list. Members of the retired reserve 
may, if qualified, 
be ordered to active duty involuntarily in time of war or 
national emergency declared by Congress, or when 
otherwise authorized by law, and then only when it is 
detennined by the Secretary of the Anny that adequate 
numbers of qualified individuals in the required categories 
are not readily available in the ready reserve or in active 
status in the standby reserve. 
 
Rule 
A guideline for perfonning a specific task. A rules is 
associated with a specific task and maintained by the 
functional proponent. 
 
Soldier 
U.S Army officers, warrant officers, and en-listed 
personnel. 
 
Soldier readiness processing requirements A set of 
administrative processing requirements which must be 
met before individual soldier or unit movement, both 
during peacetime and mobilization. They are HQDA pol-
icy directive in nature and are agreed upon by the Army’s 
leadership. They pertain to the Active force and the 
reserve force equally. 
 
Soldier Readiness—level I (basic movement) 
Administrative processing requirements that must be 
checked and declared GO before a solider can participate 
in a planned individual (ThY) or unit movement for 
training (during peacetime oaly). 
 
Soldier Readiness—level 2 (wartime movement stopper) 
Administrative processing requirements that must be 
checked and declared GO before a soldier can deploy to 
combat or on a contingency mission. Level 1 must be 
accomplished also (wartime only). 
 

Soldier Readiness—level 3 (other) 
Other administrative processing requirements that must 
be checked and declared GO before a soldier can move. 
This level is waiverable by general officer in command. 
Levels 1 and 2 also must be accomplished (wartime and 
peacetime). 
 
Soldier Readiness—level 4 (deployment area and 
mission unique) 
Specific administrative processing requirements that must 
be checked and declared GO before the soldier can 
move. This level is waiverable by general officer in 
command. Levels 1 through 4 also must be accomplished 
(wartime and peacetime). 
 
Soldier Readiness—level 5 (peacetIme PCSltransition) 
Specific administrative processing requirements that must 
be checked and declared GO before a soldier can make 
a permanent change of station or be transitioned from ac-
tive duty. Levels 1 through 4 also must be accomplished 
(peacetime only). 
Standards of service 
Statements describing how much or how well the Army 
expects to do the work. The intent is to describe, for the 
senior leaders, those major standards that drive the 
manpower cost in the field.Separate sets of standards 
exist for peace and war. 
 
Standard Installation/Division Personnel System 
An automated system controlled and maintained by DA, 
designed to support the personnel strength and 
management information needs of field commanders and 
their staffs. 
 
Step 
The sequential subdivision of a task. It describes work at 
a level of detail allowing execution 
 
Subfunctions 
The division of work within functions; for example, the 
function of in- and out-processing subdivides into in-
processing, out-processing, soldier readiness, and 
mobilization processing. 
 
Task 
The major subdivision of a function or sub-function. The 
lowest level of work which has meaning to the doer has a 
beginning and ending and can be measured. 
 
The Integrating Center 
The U.S. Army Soldier Support Center, that is, the 
organization responsible for integrating doctrine for the 
component elements of personnel service support. 
 
The Processing Activity 
Name for a building or area where soldiers are in-
processed and out-processed, usually under the staff 
supervision of the division Gl/adjutant general or the 
installation adjutant general.lt becomes a subwork unit of 
the mobilization and deployment center during 
mobilization. 
 
The processing program 
A natural flow which maps a soldier’s administrative 
existence at an installation or community, highlighting the 
Army’s goal of being soldier ready for deployment It con-
sists of the four distinct subdivisions below. 

a. In-processing. 
b. Unit tour of duty. 
c. Out-processing. 
d. Mobilization processing. 
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Unit 
Refers to a team, company, task force, and so forth. An 
organization consisting of more than one soldier. 

 
Work center 
A clearly defined organizational element recognized by 
M53 as the basis for manpower requirements.
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Student Handout 3 
 

 
 This student handout contains an extract from AR 608-1. 
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AR 608-1 

 
Army Community Service Center 

 
Chapter 4 
Services 
 
Section I 
 
Deployment or Mobilization and Stability 
and Support Operations (SSOs) Readiness 
 
4-1. Purpose 
 
Family assistance and support services will 
be provided to families of Active 
Component and Reserve Component (RC) 
forces and emergency-essential civilians in 
support of military operations—deployment 
or mobilization and SSOs (includes mass 
casualties, evacuation and natural 
disasters)— to enhance unit cohesion and 
increase readiness. Preplanning for family 
assistance will ensure that a comprehensive, 
realistic, effective and coordinated 
assistance delivery system is in place prior 
to military operations. This system will 
normally include the triad of family 
assistance centers, unit family support 
groups and unit rear detachments. 
 
4-2. Family assistance plan 
 
A family assistance plan will be developed 
to address all levels and phases of deploy-
ment or mobilization and SSOs. The plan 
will include requirements for continued 
coordination of family assistance services 
and establishment of family assistance 
centers. The plan will be incorporated into 
overall installation contingency plans and 
include at a minimum- 
 

a. Type of family assistance services 
offered to families. Minimum services 
will include emergency financial 
assistance, emergency food and 
shelter, crisis intervention, legal 
information, Defense Enrollment 
Eligibility Reporting System 
(DEERS), military medical benefits 
briefing, information and referrals to 
appropriate sources for other 
assistance. 

 

b. ACS and other agency roles and 
responsibilities for implementing the 
plan. 

c. Resource requirements (manpower 
and dollars) to implement the plan. 

 
d. Mobilization table of distribution and 

allowances requirements to include 
Individual Mobilization Augmentee 
personnel and retiree recalls. 

e. Requirements to accommodate any 
projected program needs, i.e., 
facilities, equipment and 
communications support. 

 
4-3. Predeployment or mobilization and 

SSOs assistance 
Predeployment or mobilization and SSOs 
assistance will include: 
 

a. Support and assistance to unit 
commanders in establishing support 
groups caring for families. 

 
b. Orientations for RC units and their 

families which outline the assistance 
available upon unit activation and 
individual mobilization. Similar 
orientations should be provided to 
deploying emergency-essential 
civilians and their families. 

 
c. Participation in mobilization and 

casualty work group exercises to test 
program effectiveness in providing 
family support during deployment or 
mobilization and SSOs. 

 
d. Assistance to single parents, dual 

military couples, and dual emergency-
essential civilian couples in 
developing family care plans for 
deployment. 

 
e. Coordination with local and State 

human service assistance agencies. 
 
f. Coordination with State Adjutant 

General and appropriate USAR 
Regional Support Command Office as 
well as RC units within a 50-mile 
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radius to identify the potential 
numbers of RC family members 
eligible for ACS assistance. 

 
g. Identification of families with major 

problems requiring special assistance 
and support during deployment or 
mobilization and SSOs. 

 
4-4. Deployment or mobilization and 
SSOs assistance During deployment or 
mobilization and SSOs, ACS will: 
 

a. Shift into a 24-hour family assistance 
center operation if requested by the 
installation/gamson commander. The 
center will include, at a minimum, 
representatives from the following 
offices: identification cards, DEERS, 
TRICARE, finance and staff judge 
advocate. 

 
b. Establish a 1-800 number to address 

family issues and crises. 
 
c. Provide assistance to family support 

groups. 
 

c. Assist casualty assistance officers in 
providing support to survivors. 

 
e. Provide support to waiting families. 
 
f. Assist deploying mobilized RC unit, 

USAR Regional Support Command or 
Army Reserve Command and State 
Area Command in providing family 
assistance to RC families. 

 
g. Assist commanders in providing 

ongoing training for designated family 
sponsors. 

 
h. Assist families in identifying 

resources for relocating, as applicable. 
 

i. Serve as a sponsor for families with 
special needs. 

 
j. Keep commanders abreast of major 

problems affecting families of either 
mobilized or deployed soldiers and 
civilians. 

 
k. Compile and maintain statistics on 

assistance rendered. 
 

4-5. Post deployment or mobilization and 
SSOs assistance 
This assistance will include briefings, 
workgroups to deal with family unification 
problems and command after action reports 
(includes lessons learned and 
recommendations for improving 
procedures). 
 
4-6. Unit rear detachments 
 
These detachments will receive training on 
family assistance and community resources 
available to support deployment or 
mobilization and SSOs. Also, assistance will 
be provided to rear detachment commanders 
in coordinating services for families in their 
units. 
 
4-7. Family support groups 
 
Commanders establish and provide support 
for family support groups (FSGs) within 
their units in accordance with DA Pam 608-
47. Assistance will be available in the 
following areas for FSGs: 
 

a. Training. 
b. Resource materials. 
c. Meeting facility. 
d. Homecoming and reunion activities. 
e. Information and referral. 

 
4-8. Operation R.E.A.D.Y. (Resources for 

Educating About Deployment and 
You). 

 
 The Operation R.E.A.D.Y. materials 
(modules, handbooks, workbooks and 
videos) will be used to support unit 
commanders in preparing soldiers, civilian 
employees and their families for military 
operations (see appendix E). These materials 
may be tailored to the needs of the 
installation. 
 
4-9. OCONUS noncombatant evacuation 

operation (NEO) support. 
 
In OCONUS areas, assistance will be 
provided in conducting family readiness 
NEO briefings, processing families for 
deployment, and coordinating support for 
families with gaining safehaven areas in 
accordance with local NEO plan. 
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4-10. Support to unaccompanied family 
members being evacuated or forced early 
return from an area outside the continental 
United States. 
This support will consist of: 
 

a. Providing personnel to support 
reception center for repatriated 
families, if requested. 

 
b. Appointing a sponsor to assist family 

members in safehaven status in the 
geographical area of the installation. 

 
c. Assisting family members in obtaining 

safehaven benefits and entitlements. 
 
d. Providing required reports on the status 

of families to MACOMs and HQDA in ac-

cordance with the Joint Plan for DOD Non-

Combatant Repatriation. 

Section II 
Soldier and Family Readiness 
 
4-11. Family Advocacy Program 
The Family Advocacy Program will be 
implemented to address child abuse and 
neglect and spouse abuse (includes 
prevention, identification, reporting, 
investigation and treatment) per AR 608-
~18. 
 
4-12. Shelter and respite care 
Shelter and respite care will be provided in 
accordance with published funding guidance 
and ARs 608-18 and 608-75. Written MOA5 
will be established with local shelters. 
Standing operating procedures will be on 
file regarding appropriate use of respite care. 
 
4-13. Transitional compensation for 
abused dependents 
Transitional compensation payments and 
other benefits described in appendix F may 
be provided for dependents of soldiers who 
are separated for dependent abuse. Depend-
ents use DD Form 2698 to apply for 
payments. The DD Form 2698 is available 
on the Army Electronic Library CD-ROM 
and the USAPA web page. 
 
4-14. Foster care 
A foster care service will be established per 

AR 608-18. 
 
4-15. Exceptional Family Member 
Program 
The Exceptional Family Member Program 
will be implemented to provide community 
support, housing, personnel, educational and 
medical services to families with special 
needs per AR 608-75. 
 
4-16. Outreach services (see paragraph 1-
9). 
 
Section III 
 
Relocation Readiness 
 
4-17. Purpose 
Relocation assistance will be provided to 
reduce or eliminate problems arising 
because of frequent moves. 
 
4-18. Relocation Assistance Coordinating 
Committee 
A Relocation Assistance Coordinating 
Committee will meet quarterly to ensure 
coordination and cooperation among the 
various relocation services on the 
installation. The committee will develop a 
comprehensive installation relocation 
assistance plan that addresses elements and 
functions of relocation assistance provided 
by each installation activity; training 
requirements for all relocation services 
providers; and an evaluation plan to ensure 
assistance is accessible, effective and 
responsive to the needs of the Army family. 
Members will include, at a minimum, 
representatives from ACS, housing, 
transportation, finance, military personnel 
division, civilian personnel advisory center 
and medical treatment facility. 
 
4-19. Relocation counseling 

a. Relocation counseling will be 
provided on an individual or group 
basis. It will be available to both 
inbound and outbound transferees 
with primary focus on predeparture 
counseling and relocation planning. 
Transferees preparing for their first 
permanent change of station (PCS) 
move or first overseas PCS will be 
targeted, at a minimum, for 
counseling sessions. 

b. Relocation counseling will include: 
(1) Assessment of client’s 
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individual or family needs and 
particular relocation circumstances. 
(2) Provision of information on the 

destination area (e.g., such as 
schools, housing, community 
resources and cost of living), 
entitlements, reimbursements 
and household goods shipment. 

(3) Provision of referral, followup 
and advocacy in resolving 
relocation related problems. 

 
 
 

.
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Student Handout 4 
 

 
 This student handout contains an extract from DA PAM 608-47. 
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Student Handout 5 
 

 
 This student handout contains an extract from the Mission: Readiness Handbook. 
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Student Handout 6 
 

 
 This student handout contains Partners in Readiness Pamphlet. 
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Student Handout 7 
 

 
 This Student Handout contains the memorandum, dated 24 July 2000, from the 

Community and Family Support Center directing the changeover from Family Support 
Groups to Family Readiness Groups. 
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 HANDOUTS FOR LESSON 1:  T440 version 1 
 

This Appendix 
Contains 

This appendix contains the items listed in this table-- 

Title/Synopsis Pages 

SH-1, Advanced Sheet  SH-1-1 and SH-1-3 

SH-2, Army Suicide Prevention - A Guide for Installations 
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Student Handout 1 
 

  
This student handout contains the Advance Sheet. 
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Student Handout 1 
 
Advance Sheet  

 
 
Lesson Hours 
 

This lesson consists of two hours of small group instruction. 

Overview As a leader you will be required to supervise a platoon and or unit suicide 
intervention portion of the program.  Suicide prevention must be the business of 
every leader, supervisor, soldier, and civilian employee in the United States Army.  
To facilitate this effort, there is a need for a coordinated program for suicide 
prevention at every Army unit.  

 
 
Learning 
Objective 

Terminal Learning Objective (TLO). 

 

Action: Describe the Intervention requirements of the Army’s Suicide 
Prevention Program. 

Conditions: As platoon sergeant in a classroom or unit given Army Suicide 
Prevention - A Guide for Installations (Draft) and Suicide Prevention 
Leader Training (Draft). 

Standards: Described the Intervention requirements of the Army’s Suicide 
Prevention Program by-- 

• defining the leader’s responsibility in the intervention of suicide 
awareness and vigilance in the ASPP. 
• Identifying applied suicide intervention skills training (ASIST) to 
assist commanders. 
• identifying the five tiered training strategy and responsibilities of 
each group for all soldiers in suicide awareness. 
• identifying the individuals who are the gate keepers of the unit.  
• Identifying the commander’s involvement and responsibilities 
for ASPP. 

IAW Army Suicide Prevention - A Guide for Installations (Draft) and 
Suicide Prevention Leader Training (Draft).  

 
 ELO A     Describe the Intervention requirements of the Army’s Suicide Prevention     

                Program. 
ELO B     Identify applied suicide intervention skills training (ASIST) to as sist        
                commanders 
ELO C     Identifying the five tiered training strategy and responsibilities of each  
                group for all soldiers in suicide awareness. 
ELO D     Identify the individual who are the gatekeepers of the unit.  
ELO E     Identify the commander’s involvement and responsibilities for the ASPP. 

 
 
Assignments The student assignments for this lesson are: 

 
• Read Student Handout (SH-2) chapters 1 thru 5 
• Read Student Handout (SH-3) 
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Additional 
Subject Area 
Resources 

None 

 
 
Bring to Class • All reference material. 

• Pen or pencil. 
• Writing paper. 
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Student Handout 2 
 

ARMY SUICIDE PREVENTION – A GUIDE FOR INSTALLATIONS AND UNITS 
 

 
THIS STUDENT 
HANDOUT 
CONTAINS 

This student handout contains 49 pages of extracted text from the following publication: 
 
Army Suicide  Prevention–A Guide for Installations and Units, Draft Publication, July 
2002 
 

 
 
 Disclaimer:  The developer downloaded the text in this Student Handout from the 

Reimer Digital Library.  The text may contain passive voice, misspelling grammatical 
errors, etc., and may not conform to the Army Writing Style Program. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

RECOVERABLE PUBLICATION 
YOU RECEIVED THIS DOCUMENT IN A DAMAGE-FREE CONDITION.  DAMAGE IN ANY WAY, TO 
INCLUDE HIGHLIGHTING, PENCIL MARKS, OR MISSING PAGES WILL SUBJECT YOU TO 
PECUNIARY LIABILITY (STATEMENT OF CHARGES, CASH COLLE CTION, ETC.) TO RECOVER 
PRINTING COST.
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Army Suicide Prevention – A Guide for Installations and Units 
 
 
1.  The Army’s strength rests with our soldiers, civilians, retirees, and their families, each being a vital 
member of our institution.  Suicide is detrimental to the readiness of the Army and is a personal tragedy 
for all those affected.  Therefore, suicide has no place in our professional force!    
 
2.  We all realize the inherent stress and burdens placed upon our soldiers, civilians and their family 
members.  What defines us as an institution is our compassion and commitment to promoting a healthy 
lifestyle by emphasizing physical, spiritual and mental fitness.  This contributes to the overall well -being of 
the force and readiness of the Army.  Therefore, we must remain cognizant of the potential suicidal 
triggers and warning signs so that we can raise awareness and increase vigilance for recognizing those 
whom might be at risk for suicidal behaviors.  Furthermore, we must create a command climate of 
acceptance and support that encourages help-seeking behavior as a sign of individual strength and 
maturity. 
 
3.  Suicide prevention, like all leadership challenges, is a commander’s program and every leader’s 
responsibility at all levels.  However, the success of the Army Suicide Prevention Program (ASPP) rests 
upon proactive, caring and courageous soldiers, family members and Army civilians who recognize the 
imminent danger and then take immediate action to save a life.  We need your help to minimize the risk of 
suicide within the Army to stop this tragic and unnecessary loss of human life.  Suicide prevention is 
everybody’s business and in The Army, EVERYONE MATTERS! 
 
 
 
 
       JOHN M. LE MOYNE 
       Lieutenant General, GS 
       Deputy Chief of Staff, G-1 
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Headquarters 
Department of the Army 
Washington, DC 
November 2002 
 
 

Army Suicide Prevention – A Guide for Installations and Units
 
Summary.  This booklet contains the 
framework to build and organize suicide 
prevention programs within Army 
Installations.  It represents a refinement of 
the Army Suicide Prevention Program 
(ASPP) as currently prescribed in AR 600-
63 and DA PAM 600-24.  It explains new 
initiatives and offers recommendations, 
strategies and objectives for reducing the 
risk of suicidal behavior within the Army.  

 
Suggested Improvements.  The proponent 
agency of this program is Headquarters, 
Department of the Army, G-1.  Users are 
encouraged to send comments and 
suggested improvements directly to DAPE-
HRP, 300 Army Pentagon, Room 2B659, 
Washington D.C. 20310-0300, ATTN: The 
Army Suicide Prevention Program Manager. 
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Chapter One – Introduction 
 

“A leader is a dealer in hope” 
Napoleon 

 
 

1-1.  Magnitude of the Problem 
During the 1990’s, the Army lost an equivalent of an entire battalion task force to suicides (803 
soldiers).  This ranks as the third leading cause of death for soldiers, exceeded only by 
accidents and illnesses.  Even more startling is that during this same period, five-times as many 
soldiers killed themselves than were killed by hostile fire. 
 
To appreciate the magnitude and impact of suicide, consider that most suicides have a direct, 
lasting impact on between 6-7 intimate family members (spouse, parents, children), and 
numerous others including relatives, unit members, friends, neighbors, and others in the local 
community. 
 
1-2.  Army Suicide Prevention Program Goal 
The goal of any Army Suicide Prevention Program is to minimize suicidal behavior among our 
soldiers, retirees, civilians and family members.  Suicide behavior includes self-inflicted 
fatalities, non-fatal self-injurious events and suicidal ideation. 
 
Suicide prevention is an evolving science.  It is our responsibility to utilize the best -known 
available methodology in caring for our soldiers, retirees, civilians and family members.  The 
success of our efforts will be measured by the confidence and conscience of knowing that: 
 
ü we have created and fostered an environment where all soldiers, civilians and family 

members at risk for suicide will quickly be identified and receive successful intervention 
and appropriate care; 

ü where help-seeking behavior is encouraged and accepted as a sign of individual 
strength, courage and maturity, and;  

ü where positive life-coping skills are taught and reinforced by all leaders. 
 
1-3.  CSA Statement 
In 2000, following a 27% increase in the number of reported suicides within the Army during 
1997-1999, the CSA, General Eric K. Shinseki, stated that suicide is a “serious problem” and 
directed a complete review of the ASPP.  He called for a campaign that would refine the ASPP 
by making use of the best-known available science, and would also invigorate suicide 
prevention awareness and vigilance.  He further stated that for the program to be effective, the 
framework must: 
 
• involve all commanders 
• be proactive 
• intensify preventive efforts against suicidal behavior 
• invest in our junior leaders 
• improve current training and education 
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A Model for Understanding 
Dysfunctional Health-Risk Behaviors 
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Chapter Two - Understanding Suicide Behavior 
 

“We cannot possess what we do not understand.” 
Goethe 

 
2-1.  A Model for Explaining Dysfunctional Behavior 
Human behavior is an action 
influenced by one’s genetic 
composition, shaped by 
developmental history, and 
usually as a reaction to a 
particular stimulus within the 
environment.  The model 
provided in Figure 1 
graphically illustrates how 
one’s genetics, background 
and current environment can 
contribute to dysfunctional 
behavior.  Some individuals 
are born predisposed towards 
psychiatric illness and/or 
substance abuse, which makes 
them more susceptible or 
vulnerable for certain types of 
dysfunctional behavior, including 
suicide.  Childhood experiences filled 
with abuse, trauma, and/or neglect during the crucial, formative stages of personal development 
will also have a detrimental affect on the development of positive life-coping skills.  A “non-
supportive environment,” whether at work or home, filled with stress, resentment, ridicule, or 
ostracized from family or friends, might also be conducive to dysfunctional behavior. 
 
Leaders should realize that soldiers and civilians enter into the Army with varying levels of life -
coping skills and resiliency as determined by their genetic disposition, developmental and 
environmental influences.  Leaders should not assume that all soldiers and civilians entering the 
Army can adequately handle the inherent stress of military service or even life in general, 
especially if they are already predisposed to psychiatric disorder.  Although it is unrealistic for a 
leader to understand the genetic composition of the soldier and civilian, or know their complete 
developmental history, leaders can make proper assessments of their life-coping skills by 
observation and personal dialogue focused on learning and understanding the soldier’s 
background.  This chapter is designed to explain the causes of suicide and inform leaders of 
common danger and warning signs so they can properly anticipate suicidal, or other 
dysfunctional behavior, and make preemptive referrals to professional mental health care 
providers before a crisis ensues. 
 
2-2.  Mental Disorders. 
Mental disorders “are health conditions that are characterized by alterations in thinking, mood, 
or behavior, which are associated with distress and/or impaired functioning and spawn a host of 
human problems that may include disability, pain, or death.”1  Mental 
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disorders occur throughout society affecting all population demographics including age, gender, 
ethnic groups, educational background and even socioeconomic groups.  In the United States, 
approximately twenty-two percent of those between the ages of 18 – 64 years had a diagnosis 
of some form of mental disorder.2   Mental illness is more common than cancer, diabetes, or 
heart disease, filling almost 21 percent of all hospital beds at any given time.  In fact, the 
number one reason for hospitalizations nationwide is a biological psychiatric condition.  Mental 
disorders also affect our youth.  At least one in five children and adolescents between 9 – 17 
years has a diagnosable mental disorder in a given year, about five percent of which are 
extremely impaired. 
 
Mental disorders vary in severity and disabling effects.  However, current treatments are highly 
effective and offer a diverse array of settings.  The treatment success rate for schizophrenia is 
sixty percent, sixty-five percent for major depression, and eighty percent for bipolar disorder.  
This compares to between 41-52 percent success rate for the treatment of heart disease. 
 
In 1996, the Assistant Secretary of Defense for Health Affairs commissioned Dr. David Schaffer, 
a leading authority on suicide prevention, to analyze the Department of Defense Suicide 
Prevention Programs.  He completed his study that included an in-depth analysis of each 
service suicide prevention program, in 1997.  A key point stressed by Dr. Schaffer was that 
most suicides are associated with a diagnosable psychiatric disorder such as depression and/or 
substance abuse.  These disorders generally manifest themselves in some form of clinical 
depression, a disorder that can increase suicidal risk (often in combination with substance 
abuse), anxiety, impulsiveness, rage, hopelessness and/or desperation. 
 
Although it is the responsibility of the professional mental health care provider to diagnose a 
mental disorder, there are certain behaviors that indicate an underlying mental disorder.  
Leaders should be cognizant of these warning behaviors that might indicate the presence of a 
mental disorder which place soldiers at risk for suicide or other dysfunctional behavior.  They 
are: 
 

• impulsiveness or aggressive-violent traits, 
• previous other self-injurious acts, 
• excessive anger, agitation, or constricted preoccupations, 
• excessive alcohol use, 
• heavy smoking, and 
• evidence of any sleep or eating disorder. 

 
Leaders who spot such behavior and/or suspect that one of their soldiers or civilians is suffering 
from a mental disorder should notify their chain of command so that the commander can decide 
upon making a referral to a mental health care provider. It is important to note that persons with 
mental disorders are often unable to appreciate the seriousness of their problem, as the 
disorder frequently distorts their judgment.  Therefore, they must rely upon others for 
assistance. 
 
2-3.  Developmental History 
Developmentally, the home/family environment where reared wil l influence one’s behavior.  
Unfortunately, many of today’s youth are growing up in “non-traditional” homes, without two 
consistent parenting figures.  This can be detrimental to the 
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development of “well-adjusted” individuals capable of handling life’s general stresses and 
potentially lead to dysfunctional behavior, including suicide.  According to Tondo and 
Baldessarini,3 the suicide rate for America’s youth is higher in single-parent families, especially 
when the father is not present.  This is particularly alarming considering that over 40% of the 
youth today are from “non-traditional” homes,4 which could explain why the suicide rate among 
America’s youth is rising. 
 
Childhood abuse or neglect might also adversely affect the positive development of life-coping 
skills and lead to dysfunctional behavior.  A research article released in 1998 by the American 
Journal of Preventive Medicine commonly referred to as “The ACE Study,” (adverse childhood 
experiences) stated that there was a “strong graded relationship between the breadth of 
exposure to abuse or household dysfunction during childhood and multiple risk factors for 
several of the leading causes of death.”5   These adverse childhood experiences include 
psychological, physical or sexual abuse, and exposure to dysfunctional behaviors including 
living with a substance abuser, someone with a mental illness, domestic abuse, or criminal 
activity.  As exposures to ACEs increased, so did the risk of several health-related problems 
including smoking, obesity, depression, use of illegal drugs, promiscuity, and even suicide.  
According to Legree6 in a report published in 1997, the consequences of these adverse 
childhood experiences could cause friction within the Army as those recruits that have been 
abused can: 
 

• have a significant distrust of authority figures, 
• have an over-reliance on self, 
• tend to form sexualized relationships prematurely,  
• have a increased risk for substance abuse, 
• not easily transfer loyalty to institutions such as the Army, and  
• have a “me-oriented” attitude, often seeking short-term payoffs. 

 

Other studies indicate that adverse childhood experiences may be prevalent within our recruits.  
A U.S. Naval Behavioral Health Research Study released in 1995 reported approximately 40% 
of all Naval recruits self-report having been raised in homes where they were physically and/or 
sexually abused and/or neglected.7  In the same study, 45.5 percent of all female recruits 
reported having a sexual assault before entering the service. 

 

Although today’s youth tend to be more technologically astute than previous generations, 
generally they have less developed relationship skills, especially in anger management.  With 
the prevalence of personal computers and multiple televisions within the household, many of 
American’s youth are spending less time personally interacting with others, which can lead to 
deficiencies in the development of healthy social skills.  As with physical and mental skills and 
abilities, recruits enter the Army with varying levels of social and life coping skills.  A prudent 
leader will recognize this fact, attempt to assess those assigned to his or her care, and 
determine who might require remedial assistance and mentoring. 

 
2-4.  Influence of the Current Environment 
The Army’s opportunity for intervention and influencing behavior begins when the soldier or 
civilian reports to initial entry training (IET) (or equivalent) and lasts beyond their term of service.  
This intervention can either have a positive or negative influence on their behavior.  Small unit 
leaders should strive to positively impact constructive life coping skills and create an 
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FIGURE 2 

 

Resulting in increased: 
 - substance abuse 
 - suicidal behavior 
 - criminal behavior 
 - promiscuity 
 - premature marriage  
 - premature parenthood 

Resulting in: 
 - reduced substance abuse 
 - reduced in-discipline indicators  
 - high morale/self-worth 
 - more successful relationships  
 - overall better fit soldier 

OUTPUT 

Positive Coping Skills 
Reinforcement 
 - social support use 
 - continued education 
 - unit involvement 
 - avocations  

Genetic Vulnerability to 
Psychiatric Illness 

Developmental History 

Current  
Environment 

Stressors 

Behavior 

Negative Coping Skills Reinforcement 
 - social  isolation 
 - ignoring problems 
 - withdrawn 
 - destructive peer group involvement 
 - lack of leadership involvement 

INPUT 

 INPUT 

environment filled with support, respect and acceptance, where individuals feel they are an 
integral part of a team.  This supportive environment can potentially block certain types of 
dysfunctional behavior by providing soldiers and civilians a support system and adequately 
equipping them to properly handle life’s stressors.  The results or reward of a supportive 
environment (represented in the top left “output” box in Figure 2) will be a better-adjusted 
individual.  Conversely, if the small unit leader creates an environment where negative life 
coping skills are reinforced or positive life coping skills are ignored, such an environment could 
then possibly contribute to dysfunctional behavior (represented in the top right “output” box in 
Figure 2). 
 
Small unit leaders have the most crucial role in establishing and determining the conditions of 
the soldier and civilian’s work environment.  These leaders should strive to have a positive 
influence on them by being a proper role model for them to emulate.  For some soldiers and 
civilians, their role and camaraderie within their unit and the relationship with their first line 
supervisor might be the only positive, life-sustaining resource available to them in times of 
adversity.  Therefore, everyone should take this responsibility seriously.   
 
Senior leaders are responsible for the development of junior leaders to ensure that they are 
aware of the importance of being a proper role model and fostering a positive work environment.  
Commanders and senior Non-commissioned officers and civilian leaders should constantly 
assess their junior leaders’ ability to positively influence behavior.  It could be a disastrous 
mistake to assume that all junior leaders are reinforcing positive life coping skills in the presence 
of their soldiers and civilians, especially considering that over half of the Army suicides within 
CY 2001 were in the rank of Sergeant or above (including commissioned officers). 
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Not all suicidal behavior is preventable, but time invested in the positive behavioral development 
of our soldiers can yield many benefits, especially for younger soldiers. 
 
2-5.  Suicide “Triggers” 
Although psychiatric illness or substance abuse contributes to a majority of all suicides, the 
timing of suicide behavior and a significant emotional event, particularly those involving a loss, 
separation or any change in one’s self-esteem and confidence are often linked together. 
 
A review of Army psychological autopsies reveal that approximately seventy-five percent of all 
soldiers that commit suicide were experiencing “significant problems” within a personal, intimate 
relationship.  In addition, about half had just received or were pending some form of legal action 
(whether civilian or UCMJ).  Approximately forty-two percent were experiencing financial 
problems and thirty-four percent were known to be suffering from either drug or alcohol abuse 
problems.  Many of the soldiers that completed suicides were experiencing more than one of the 
problems mentioned above.  Leaders must realize that each individual will handle a particular 
life stressor differently.  Some will require assistance, which can range from talking with a friend, 
to professional counseling.  Ignored, or left without any assistance, the stressor can turn into a 
“life crisis,” which could lead to suicide ideation or behavior.  Therefore, all leaders should 
anticipate potential “life crises” and ensure that the individual has the proper resources to 
handle the adversity.  This might include appointing a “life-line” buddy to watch over the 
individual until the crisis has passed or referral to the unit chaplain or other professional 
counselors. 
 
Provided below is a list of potential triggers for suicide. 
 

• Loss of a loved one to illness or death. 
• Loss of a significant, intimate relationship (divorce, separation, break-up). 
• Loss of a child custody battle. 
• Loss of friendship or social status (social isolation or ostracism). 
• Loss of a job, rank (UCMJ or civilian legal action, separation). 
• Loss of freedom (incarceration). 
• Loss of financial security (pay loss/reduction, gambling debts, bankruptcy). 
• Loss of self-esteem (humiliation, pass over for promotion or schooling). 
• Loss of hope or feeling helpless. 
• Loss or change in lifestyle (unwanted PCS, major deployment). 

 
Obviously, a common theme for all these potential triggers for suicide is associated with some 
form of a loss. 
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2-6.  Reasons for Dying 
To the “well adjusted” person, suicide is an irrational act.  This attitude however might interfere 
with a person’s ability to promptly intervene if they assume that everyone shares their opinion.  
Some consider suicide a method of ending or escaping from pain or other problems.  An 
understanding of the psychodynamics of suicide is crucial for understanding and potentially 
predicting suicidal behavior.  Dr. Tondo and Baldessarini in an article in Psychiatry Clinical 
Management,3 explained suicide psychologically “as an excessive reaction arising from intense 
preoccupation with humiliation and disappointment that is driven by punitive and aggressive 
impulses of revenge, spite, or self-sacrifice, wishes to kill and be killed, or yearning for release 
into a better experience through death." 
 
As previously mentioned, a review of the psychological autopsies revealed that many suicides 
occurred during or immediately following a problem with an intimate relationship.  Some of these 
suicides could be explained as “death as retaliatory abandonment,” a termed coined by Dr. 
Hendin.8  In these particular cases, the suicide victim attempts to gain an “illusory control over 
the situation in which he was rejected.”  By committing suicide, the victim believes that they will 
have the final word by committing the final rejection, thus maintaining “an omnipotent mastery 
through death.”  An example could be a person who commits suicide following a loss of an 
intimate relationship where the spouse or significant other initiated the break-up.  Here the 
person attempts to regain control over the situation and dictate the final outcome, which is to 
reject life. 
 
Another potentially common reason for suicide within the Army is “death as a retroflexed 
murder” where according to Hendin; the suicide stemmed from anger and was an indirect 
attempt at revenge against another person.  An example could be a soldier returns from an 
extended deployment and discovers that their spouse is (or was) having an affair.  The soldier’s 
feelings turn into a “murderous rage” which leads to suicide.  In this example, suicide represents 
an inability to repress violent behavior, perhaps due to an “overt desire to murder,” and allows 
the “murderous rage” to act out in a violent act against oneself. 
 
Dr. Hendin also explains suicidal reasoning as “death as self-punishment,” which he notes is 
more frequent in males.  In these cases, perceived or actual failure causes “self-hatred” which 
leads to suicide as a form of “self-punishment.”  Hendin notes that this reaction is more common 
in men who place extremely “high and rigid” standards for themselves.  An example could be a 
soldier who is pending UCMJ action, or perhaps possible separation from the Army and feels 
that they have failed and whether through humiliation or embarrassment, feels that they don’t 
deserve to live. 
 
Jobes and Mann9 examined Suicide Status Forms from various counseling centers and 
determined that they could categorize suicidal patient’s reasons for dying and that these 
categories vary with responses.  They then listed the most frequent categories or reasons for 
dying which are listed below in descending order beginning with the most frequent.  
 

• Escape – general.  General attitudes of giving up or needing a “rest.” 
• General descriptors of self.  References to self such as “I feel awful” or “I’m not 

worth anything.”
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• Others/relationships.  References to other people such as “I want to stop hurting 
others” or “retribution.” 

• Feeling hopeless.  Statements referring to hopelessness such as “Things may never 
get better” or “I may never reach my goals.” 

• Escape-pain.  Statements about lessening the pain such as “I want to stop the pain.” 
• Feeling alone.  Statements that reflect loneliness such as “I don’t want to feel lonely 

anymore.” 
 
2-7.  Suicide Danger Signs 
The list below contains immediate danger signs that suicide behavior is imminent. 
 

• Talking or hinting about suicide. 
• Formulating a plan to include acquiring the means to kill oneself. 
• Having a desire to die. 
• Obsession with death including listening to sad music or poetry or artwork. 
• Themes of death in letters and notes. 
• Finalizing personal affairs. 
• Giving away personal possessions. 

 
Anyone who recognizes these warning signs must take immediate action.  The first step should 
be to talk to the individual, allow them to express their feelings and asked them outright and 
bluntly, “are you considering suicide?” or “are you thinking about killing yourself?”   If their 
response is “yes” then immediate life-saving steps are required, such as ensuring the safety of 
the individual, notifying the chain of command or chaplain, calling for emergency services or 
escorting the individual to a mental health officer. 
 
The most important point to consider is to never ignore any of these suicide danger signs or 
leave the suicidal person alone.  After all, you might be the last person with the opportunity to 
intervene. 
 
2-8.  Suicide Warning Signs 
The list below contains some warning signs that might precede suicide behavior.  Although not 
as serious as the danger signs previously listed, they should not be disregarded and also 
require immediate personal intervention.  The list includes: 
 

• Obvious drop in duty performance. 
• Unkempt personal appearance. 
• Feelings of hopelessness or helplessness. 
• Family history of suicide. 
• Made previous suicide attempts. 
• Drug or alcohol abuse. 
• Social withdrawal. 
• Loss of interest in hobbies. 
• Loss of interest in sexual activity.  
• Reckless behavior, self-mutilation. 
• Physical health complaints, changes/loss of appetite. 
• Complaints of significant sleep difficulties.
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These signs signal that the person might be experiencing a life-crisis and requires assistance.  It 
is the responsibility of all leaders and the duty of all soldiers and civilians to watch for these 
danger and warning signs and realize that they might not be capable of helping themselves and 
therefore, require immediate action. 
 
In addition to the warning signs provided above, there are certain feelings or emotions that 
might precede suicide.  The following is a list of possible feelings or attitudes that the individual 
at risk for suicide might be feeling.  This does not suggest that everyone who has these feelings 
are at risk, but these feelings persist, then it could signal that the person is having difficulty 
coping with what ever has initiated the feelings.  The most common feelings are: 
 

• hopelessness or helplessness 
• angry or vindictive 
• guilty or shameful 
• desperation 
• loneliness 
• sad or depressed 

 
Leaders, soldiers and civilians must be confident that the “life crisis” has resolved itself before 
assuming that the person is no longer suicidal based solely upon the person’s behavior.  Some 
individuals might appear to be over their crisis, when in fact, they only appear “normal” because 
of the relief they feel in having decided on how they are going to resolve their problem through 
suicide. 
 
2-9.  Resources for Living. 
Certainly, it is important to understand what causes suicide behavior, but it is also vitally 
important to understand those resources that offer protection against dysfunctional, self-
injurious behavior.  Tondo and Baldessarini provide the following list of protective factors 
against suicide. 
 

• Intact social supports, including marriage. 
• Active religious affiliation or faith. 
• Presence of dependent young children. 
• Ongoing supportive relationship with a caregiver. 
• Absence of depression or substance abuse. 
• Living close to medical and mental health resources. 
• Awareness that suicide is a product of illness, not weakness. 
• Proven problem-solving and coping skills. 

 
Just as important as recognizing reasons for suicidal behaviors are reasons for living.  Jobes 
and Mann categorized the top reasons for living in the list provided below (in descending order 
beginning with the most prominent). 
 

• Family.   Any mention of a family member’s love. 
• Future.  Statements that express hope for the future. 
• Specific plans and goals.  Future oriented plans. 
• Enjoyable things.  Activities or objects that are enjoyed. 
• Friends.  Any mention of friends.
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• Self.  Statements about qualities of self such as “ I don’t want to let myself down.” 
• Responsibilities to others.  Any mention of obligations owed to others or the thought 

of protecting others. 
• Religion.  Statements referring to religion. 

 
Leaders should understand what serves as a source of strength or life-sustaining resource for 
the soldier and civilian and use them when counseling them through a particular crisis.  Also, by 
understanding a soldier or civilian’s life resources will alert the leadership to potential problems 
when one of those resources have been removed or is in danger. 
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Chapter Three – The Army Suicide Prevention Model  

 
“Knowing is not enough, we must apply. 

Willing is not enough, we must do.” 
Goethe 

 

 
3-1.  General Overview 
The Army Suicide Prevention Model focuses on maintaining the 
individual readiness of the soldier and civilian.  Occasionally, through 
normal life experiences, a person enters a path that if followed, and without 
interruption or intervention, could allow a normal life stressor or mental disorder 
to become a life crisis, which might lead to thoughts of suicide and eventually 
suicidal behavior and possible injury or death.  Parallel to the suicidal path is a “safety net” that 
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represents the Army’s continuity of care.  As the actual suicidal risk escalates, so does our 
response by becoming more directive and involving more professional health care providers.  
To prevent a person from progressing down the suicidal path are three “barriers” which are: 
prevention, intervention, and secure.  These barriers target specific programs and initiatives for 
varying degrees of risk to block any further progress along the suicidal path.  Provided below is 
a quick outline of each of these “barriers” with more detailed strategies following in Chapters 
Four, Five, and Six. 
 
3-1a.  Prevent.  Prevention is our “main effort” to minimize suicidal behavior.  It focuses on 
preventing normal life “stressors” from turning into a life crisis.   “Prevention Programming” 
focuses on equipping the soldier and civilian with the coping skills to handle overwhelming life 
circumstances that can sometimes begin a dangerous journey down a path to possible suicidal 
behaviors.  This barrier allows the individual to operate “in the green” or at a high state of 
individual readiness.  Prevention includes establishing early screening to establish baseline 
mental health and offer specific remedial programs before the occurrence of possible 
dysfunctional behavior.  Prevention is absolutely dependent on caring and proactive small unit 
leaders who make the effort to know their subordinates, including estimating their ability to 
handle stress, and offer a positive, cohesive environment which nurtures and develops positive 
life coping skills. 
 
3-1b.  Intervene.  Intervention is the barrier that prevents any life crisis or mental disorder to 
lead to thoughts of suicide.  It recognizes that there are times when one should seek 
professional assistance/counseling to handle a particular crisis or treat a mental illness.  In this 
area, early involvement is a crucial factor in suicide risk reduction. Intervention includes 
alteration of the conditions, which produced the current crisis, treatment of any underlying 
psychiatric disorder(s) that contributed to suicidal thoughts, and follow -up care to assure 
problem resolution.  Commanders play an integral part during this phase as it is their 
responsibility to ensure that the particular problem or crisis has been resolved before assuming 
that the threat has passed.  This barrier is color-coded “yellow” because it warrants caution and 
the individual readiness is not to an optimal level since the individual might be distracted by the 
life crisis. 
 
3-1c.  Secure.  The third and final barrier in this model is perhaps the last possible opportunity 
to prevent an act of suicide.  This occurs when an individual is at risk for suicidal behavior.  
When someone becomes suicidal, then someone must secure and protect them before they can 
harm themselves and/or others.  This is “tertiary prevention” and requires immediate life-saving 
action.  The focus within this area will be to educate everyone to recognize those suicidal 
danger and warning signs and if recognized, take immediate, life-saving action.  This barrier is 
color-coded “red” due to the severity of the situation.  This individual is considering or has 
already decided to commit suicide and is in imminent danger of harming him or herself, or 
possibly others as well. 
 
3-1d.  Continuity of Care.  The safety net underneath the suicidal path within the model 
represents the continuity of care that the Army is required and obliged to provide those 
individuals at risk for suicide.  It starts with awareness of the impact and magnitude of suicide 
within the Army.  It continues with training, education, and ensuring constant vigilance of those 
who might be at risk for suicide.  As the risks increases, so does the level of required care, 
including referrals to professional gatekeepers and if appropriate, in-patient care until assurance 
of problem resolution.  The most intensive care will be required to those who actually commit a 
suicide act, ranging from medical care and 
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psychiatric therapy (for non-fatal suicide acts) to bereavement counseling for surviving family 
members and personal counseling for unit members for completed suicides. 
 
The Army Suicide Prevention Model is to assist those who have any ambivalence towards 
dying.  All leaders should understand that no suicide prevention plan will completely eliminate 
suicidal behavior.  Despite our best efforts, there will always be some, whether through their 
genetic predisposition and/or their developmental history, who will be more susceptible to 
suicidal behavior.  Some will travel down the path to suicide without ever displaying any 
recognizable danger signs.  Some travel down the path very quickly and don’t want any 
intervention.  Suicide is an individual decision and therefore, ultimately, the responsibility of the 
individual.  However, that doesn’t relinquish our obligation, but only serves as a challenge to be 
vigilant and aware so that we can identify all who are at risk and apply t he appropriate level of 
intervention. 
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Chapter Four – Prevention 

 
A commander should have a profound understanding of human nature… 

Sir Basil Liddell Hart 
 
4-1.  Identifying “High Risk” Individuals 
This phase begins with pre-screening upon arrival 
for initial entry training (IET) within the Army to 
identify those individuals considered high risk for 
suicidal behavior.  Today’s recruits enter the Army 
with varying resiliency levels to handle stress, 
anger and intimate personal relationships.  As 
previously discussed, some are predisposed to 
dysfunctional health risk behaviors.  Recognizing 
that the baseline mental health of our inductees 
may be less than optimum requires proactive 
identification and targeted education/intervention 
and ongoing mentoring by unit leadership.  This 
intervention will assist the first term soldier and 
civilian in avoiding some of the normal pitfalls that 
can lead to mental health dysfunction and 
subsequent early attrition.  These pitfalls include: 
 

• Premature marriage 
• Premature parenthood 
• Excessive debt 
• Substance abuse 
• Dysfunctional behaviors resulting in UCMJ 
• Authority difficulties 
• Inability to form positive supportive relationships  
• Excessive time demands relative to time management skills 
• Family of origin problems-acute and unresolved from past 
• Dissonance between expectations and reality 

 
4-2.  Caring and Proactive Leaders 
Although our first line of defense will be our soldiers and civilians,” truly our most valuable player 
in suicide prevention will be the small unit leader or first line supervisor.  These leaders must 
recognize that the most important resources entrusted to their care are their soldiers and 
civilians.  Suicide prevention requires active and concerned leaders who express a sincere 
interest in the overall welfare of their subordinates.  This includes taking the time to learn as 
much as they can about the personal dynamics of their subordinates.  They must be able to 
recognize serious personal problems before they manifest themselves as dangerous 
dysfunctional behavior(s).  Leaders should be trained to recognize the basic symptoms of a 
serious mood disorders such as depression and substance abuse.  The intent is not to train 
leaders to make a clinical diagnosis, but rather to alert the chain of command of a particular 
concern, so that the commander can make an informed, “pre-emptive” decision to make a 
referral to a professional MHO.  In addition, all leaders should be familiar with those stressors 
and 

• Identifying “High Risk” Soldiers 
- Pre-screening for Adverse Childhood Experiences

 
• Caring and Proactive Leaders 

- Understanding Potential “Triggers” 
- Sense of Unit Belonging/Cohesion 

 
• Encouraging Help-Seeking Behavior 
 
• Teach Positive Life Coping Skills 

- Total Physical, Spiritual, and Mental Health 
- Avoidance of Stress-inducing Behaviors 

PREVENT 

TABLE 1 
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potential suicidal “triggers” and know when one of their soldiers or civilians are experiencing a 
crisis and might be at risk. 
 
All leaders should strive to create and foster an environment of acceptance and cohesion for all 
members of their unit or section.  No one should ostracize or make any member of a unit feel 
unwelcomed, regardless of their action.  Everyone should feel that they are a valuable part of 
the team and that others depend on them.  This is especially true when someone is facing a 
problem or potential life crisis, whether personal or professional. 
 
4-3.  Encouraging Help Seeking Behavior 
All leaders should encourage help seeking behavior within their subordinates, without fear of 
repercussions.  Many senior soldiers and civilians fail to seek professional assistance from a 
MHO for fear of reprisals, embarrassment, guilt, or shame.  According to a 1998 DoD Survey of 
Health Related Behaviors Among Military Personnel, only 24 percent of soldiers surveyed 
believed that receiving mental health counseling would not hurt their career.  It is therefore easy 

to understand that although 17.8 
percent of soldiers feel that they 
have needed mental health 
counseling in the past, only 5.6 
percent actually sought and 
received help. 
 
Clearly, for our suicide prevention 
program to be effective, we have to 
reduce the perceived stigma of 
seeking mental health counseling.  
We can reduce the stigma by first 
ensuring against inadvertent 
discrimination of soldiers and 
civilians who receive mental health 

counseling, and secondly by supporting confidentiality between the individual a nd MHO.  Both 
of these objectives will require comprehensive and command-supported efforts to review 
policies and procedures. 
 
Confidentiality in the face of suicide risk must strike a balance between safeguarding the 
individual and/or the public and protecting their privacy rights.  In order to enhance the ASPP 
and overall effectiveness of the mental health care services, commanders will respect and 
honor prescribed patient-doctor’s privacy rights as prescribed in DoD Regulations, and 
applicable statutes, including Privacy Act, 5 U.S.C. 552a.  Therefore, confidential mental health 
care communications shall, except as provided by DoD Regulations, not be disclosed.  
Exceptions to this general rule include, but are not limited to: 
 

• when the patient has given their consent, or 
• when the mental health professional believes that a patient’s mental or emotional 

condition makes the patient a danger to himself or herself, or to any other person, or

  
 
                                           ARMY      DOD  
Perceived Need for Mental   17.8% 17.6% 
Health Counseling 
 
Receipt of Mental Health counseling  
from military mental health professional 5.6% 5.2% 
 
Perceived Damage to Career 
  Definitely Will    17.7% 20.7% 
  May or May Not    58.1% 59.8% 
  Definitely Will Not   24.2% 19.5% 

DoD Survey of Health Related Behavior  

TABLE 2 



 

SH-2-21 

• when the mental disorder indicates a degree of impairment otherwise suggesting 
unsuitability for retention in military service, or 

• in the case of an adjustment disorder of a military member during the member’s initial 
180 days of military service, or 

• military necessity to ensure the safety and security of military personnel,  family 
members, or government property. 

 
Therefore, mental health professionals will inform the responsible unit commander when one of 
their soldiers or civilians is at an elevated risk for suicide, or at risk for other dangerous 
behavior, or if the commander referred the individual.  Otherwise, the individual’s privacy takes 
priority and the Army will respect it.  
 
4-4.  Teach Positive Life Coping Skills Development 
Prevention also includes developing the soldier and civilian’s mental resiliency, emphasizing 
avoiding premature stress-inducing decisions (i.e., as getting married too young, or starting a 
family).  It is important for all leaders to recognize that mental wellness is a component of the 
triad of overall individual fitness (physical and spiritual  being the other two). 
 
Positive life coping skills training may include alcohol abuse avoidance, financial management, 
stress and anger reduction, conflict management, and parenting and family life skills such as the 
Building Strong and Ready Families (BSRF) seminar originated within the 25th Infantry Division.  
BSRF offers married couples an opportunity to strengthen their relationship through various 
instruction and exercises.  The seminar was targeted for those newly married couples who were 
interested in improving their communication skills and generally being better equipped to handle 
the stresses of married life, including child rearing.  Programs such as BSRF are a great 
example of how to develop life-coping skills and will indirectly have a positive impact on 
reducing suicidal behavior. 
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• Suicide Awareness and Vigilance  
- Targeted Training for Specific Audiences 

 
• Integrated & Synchronized Unit and Community-wide support Agencies

- Accountability for Prevention Programs 
 
• Assured Problem Resolution 

INTERVENE 

Chapter Five – Intervention 
 

The only thing that can save a human life is a human relationship! 
 

5-1.  Suicide Awareness and Vigilance 
This phase deals with 
individuals who are dealing 
with a particular crisis, that left 
untreated, can lead to suicidal 
behavior.  Suicide intervention 
can involve anyone.  The 
strategy of the ASPP is to 
train everyone in basic 
suicide awareness so they 
can spot someone who is 
displaying suicidal warning or 
danger signals and know 
what actions to take to 
protect the person at risk.  Leaders will ensure that all of their subordinates have received this 
training at some point in their career.   Conduct refresher training as required. 
 
5-2.  Applied Suicide Intervention Skills Training (ASIST) 
Raising awareness and vigilance will invariably increase the number of “false-positives” or those 
who identified as at risk for suicide, but are not actually considering suicide.  These “false-
positives” could overwhelm community mental health resulting in increased workloads and 
longer referral times for those who are actually at risk.  To reduce the number of “false-
positives” and to assist the commanders in making an informed determination of suicidal risk, 
will require professional training (such as Living Works Applied Suicide Intervention Training –
ASIST).  This training must be easily accessible to the unit commanders, (a minimum of one 
person trained in every battalion).  Such training is not just limited to chaplains.  During Desert 
Shield and Storm, V Corps units sponsored many ASIST Workshops for unit leadership and 
civilians in preparation for an expected increase in the number of potential ‘at-risk’ individuals. 
 
Founded as a partnership in 1983, Living Works Education is a public service corporation 
dedicated to providing suicide intervention training for front-line caregivers of all disciplines and 
occupational groups.  The Living Works objective is to register qualified trainers in local 
communities, who in turn can prepare front-line gatekeepers with the confidence and 
competence to apply immediate “first-aid” suicide intervention in times of individual and family 
crises.  The ASIST workshops include instruction on how to estimate suicidal risk and apply an 
intervention model that reduces the immediate risk of suicide.  The purpose of ASIST is not to 
produce personnel qualified to diagnose mental disorders, or to treat suicidal individuals, but 
rather provide the immediate first aid response for those individuals until such time they can be 
referred to a trained, professional mental health care provider. 
 
ASIST “T-2” is a two-day workshop that commanders should offer to all military and civilian 
gatekeepers.  Each T-2 course is limited to approximately thirty individuals and requires two 
“T4T” level trainers. 
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Specificity 

HIGH 

LOW 

ASIST T4T’s.  Each major installation should have at least two ASIST T4T qualified trainers that 
could conduct the ASIST T-2 workshops on their installations or within their geographical region.  
One of these two should be the installation Family Life Chaplain.  Family Life Chaplains work 
closely with allied helping professionals within the installation and local community.  In addition, 
part of their responsibilities include training Chaplains and their assistants assigned to Unit 
Ministry Teams.  Family Life Chaplains have also received additional training that would 
enhance the ASIST training and would therefore be excellent candidates to sponsor and 
conduct the training.  To become an ASIST “T4T” qualified trainer requires attendance of the 
five day trainers course taught by Living Works Education. 
 
For every Family Life Chaplain in an installation, there should be an allied helping professional 
or mental health professional who will be the ASIST T4T training partner.  This could be 
someone within the Family Advocacy Program, another Chaplain assigned to the post or 
installation, the Community Health Nurse, or any professional civilian or military counselor.  
Consider longevity, demeanor, ability (time) to conduct the workshops when deciding who 
should become an ASIST T4T. 
 
ASIST Workshops.  Each installation T4T team must conduct at least three ASIST workshops in 
the first year following the T4T qualification training.  Priority candidates for this training are the 
primary and secondary installation gatekeepers as specified in para 6.3c. 
 
For more information on Living Works, visit their web-site (address provided in Annex H). 
 
5-3.  Five Tiered Training Strategy 
This training will be specialized, multi-tiered five specific groups, each with different 
responsibilities within ASPP.  Figure 4 reflects these. 
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5-3a.  Soldiers & Army Employees.  All Army soldiers and civilian employees shall receive 
basic training stressing the importance of mental health, stress reduction, and life coping skills.  
They will also learn how to recognize suicide behavior and mental disorders that place 
individuals at elevated risk of suicide and how to react when they spot these issues.  Most 
suicidal individuals give definite warnings of their suicidal intentions, but others are either 
unaware of the significance of these warnings or do not know how to respond to them.  All 
soldiers and civilians should receive training on how to properly identify these warning signs an d 
know what action to take. 
 
They must realize they may be the only and/or last hope to save a fellow soldier or civilian.  
Many psychological autopsies reveal that those who committed suicide had told one of more of 
their fellow peers, but they did not believe the individual was serious or were embarrassed or 
afraid to intervene.  Army units should turn to either their Unit Ministry Team, brigade or division 
mental health, combat stress control unit on post, or local mental health section for qualified 
instructors.  Civilian supervisors should arrange training directly through the Installation 
Chaplains Office or local mental health department. 
 
Unit commanders should also encourage suicide prevention training to all spouses through the 
Family Readiness Groups or other unit or installation spouse education/familiarization education 
classes/programs. 
 
5-3b.  Leadership Training.  All Army leaders shall receive training on the current Army policy 
toward suicide prevention, how to refer their subordinates to the appropriate helping agency, 
and how to create an atmosphere within their commands of encouraging help-seeking behavior.  
Civilian supervisors will also receive training that focuses on referral techniques/protocols for 
their employees. 
 
5-3c.  Installation Gatekeepers.  Installation gatekeepers, those individuals who in the 
performance of their assigned duties and responsibilities provide specific counseling to soldiers 
and civilians in need, will receive training in recognizing and helping individuals wi th suicide-
related symptoms or issues.   Gatekeepers can be identified as either a “primary gatekeeper” 
(those whose primary duties involve primarily assisting those in need and more susceptible to 
suicide ideation) and “secondary gatekeepers” (those whose might have a secondary 
opportunity to come in contact with a person at risk).  The table below describes examples of 
each. 
 
 Primary Gatekeepers    Secondary Gatekeepers 
 Chaplains & Chaplain Assistants  Military Police 
 ADAPCP Counselors    Trial Defense Lawyers 
 Family Advocacy Program workers  Youth Services 
 AER Counselors    Inspector General Office 
 Emergency room medical technicians DoD School Counselors 
 Medical Health Professionals   MWR Workers 
 Red Cross Workers 
 
5-3d.  Unit Ministry Teams.  Chaplains and their assistants belonging to each Unit Ministry 
Team will assume the lead in providing suicide prevention and awareness training for their 
respective units.  All chaplains and assistants will therefore receive basic suicide 
prevention/awareness and ASIST T-2 Training as determined by the Chief of Chaplains.  
Utilizing the USACHPPM’s resource manual as a guide, each UMT should develop lesson 
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plans to provide the suicide prevention/awareness training to all ranks at the platoon and 
company level, and NCOPD and OPDs at the battalion level. 
 
5-3e.  Combat Stress Control Teams.  The 85th Medical Detachment, Combat Stress Control, 
following the example first set by the Medical Activity and 1st Cavalry Division in the 1980s, 
conducts a “Combat Stress Fitness Course” once or twice a month at Fort Hood for soldiers 
referred directly from their units or by way of the mental health clinics.  For five duty days, the 
students participate in classes and practical exercises on stress management, anger 
management and other life skills, taught by the CSC unit mental health officers and enlisted 
specialists in a military, not patient care, atmosphere.  Finishing the course earns a certificate of 
completion which has positive value for advancement.  Graduates of the course who entered as 
candidates for chapter separation from the Army have returned months later as soldiers of the 
quarter, to inspire the new class.  The 98th CSC Detachment at Fort Lewis periodically conducts 
a similar program, both in garrison and in the field during field exercises.  At Fort Bragg, the 
528th CSC Detachment provides “train the trainer” courses to prepare unit leaders to give their 
own classes to the troops, including stress control and suicide prevention. 
 
5-3f.  Mental Health Professionals.  Mental Health Care Professionals will develop advanced 
screening techniques that the command can use to identify soldiers and civilians in need of 
assistance with coping skills development and or who are potentially high risk for suicides.  
Mental health professionals, working with the Unit Ministry Teams, are required to actively 
educate leaders in suicide prevention and awareness. 
 
5-4.  USACHPPM Suicide Prevention Resource Manual 
US Army Center for Health Promotion and Preventive Medicine has developed an excellent 
Suicide Resource Training Manual complete with lesson plans and slides.  All units should use 
this resource manual in the preparation and execution of their suicide prevention training.   An 
electronic version of this manual is available on the USACHPPM’s web site (address provided in 
Annex H). 
 
5-5.  Integration and Synchronization – The Installation Suicide Prevention Committee 
To integrate the available “pool of resources” within an installation and local community and 
synchronize these resources throughout the individual unit suicide prevention programs require 
a central controlling agency.  This responsibility should fall to some form of a standing 
committee on each major installation and separate activity.  This committee’s main 
responsibilities are to establish, plan, implement, and manage the installation ASPP.  It will 
maximize and focus available resources and ensure that the local unit ASPPs are “nested” 
within the overall installation plan. 
 
In the Surgeon General’s Call to Action, the Surgeon General places much emphasis on 
increasing awareness and enhancing intervention services at the community level.  It is 
important that whatever the form of the local program, responsibilities must be clearly 
established and the installation commander closely monitors and supervises the progress of 
their specific suicide prevention program. 
 
The intent of establishing an Installation Suicide Prevention Committee is to focus installation 
and community assets towards assisting in suicide awareness and prevention.  Involvement of 
local agencies and unit training will have a synergistic affect, which will result in minimizing 
suicidal behavior.  Although the exact composition will depend on the specific local 
requirements, the garrison or installation commander 
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should chair the standing committee and might involve representatives from the agencies listed 
below.  Members could serve as either permanent or “ad hoc” members as the situation 
dictates. 
 
 
Chair: Installation or Garrison Commander 
 
Possible Members: 
 

-ACS   -Trial Defense/SJA -Family Advocacy  -PAO 
-Provost Marshal -CID   -Dept of Psychiatry  -AAFES 
-Post Chaplain -MWR   -Dept of Psychology  -ADAPCP 
-CPAC   -Youth Services -DOD Schools   -IG 
-Safety   -Dental   -Red Cross 
-Dept of Social Services 

 
In addition to determining the exact membership of the committee, it is the installation 
commander’s prerogative to determine how often the committee will meet or if the committee’s 
responsibilities are included within another previously establi shed installation committee, such 
as an installation risk/injury reduction committee.  The actual name, composition and activities 
of the committee are at the discretion of the installation commander.  If the commander 
determines that the size, location, or composition of the installation wouldn’t sufficiently support 
such a committee, then that particular commander will coordinate with another installation 
commander for inclusion within their suicide prevention committee. 
 
The ISPC should form subcommittees that meet on a more frequent basis.  Subcommittees 
might include those responsible for monitoring training and preparing reports to HQDA, another 
might focus on postvention suicide reaction and would be responsible for preparing or reviewing 
the suicidal surveillance reports, and dispatching a critical event response team that would 
facilitate the healing process, provide assistance in arranging unit memorials, and prevent 
possible contagion or “copy cat” suicides.  Another subcommittee might focus on the 
education/training of suicide prevention at the installation level.  
 
Another important function of the ISPC will be to link installation agencies through a 
communications network that can share crucial information on potential suicidal soldiers.  At a 
minimum, this will include the Family Life Chaplain, family advocacy, SJA, CID, ADACP, Red 
Cross, Financial Counselors and social services.  These links should feed into the local Army 
mental health council for consolidation and if warranted, notifying the individual’s appropriate 
commander of the potential suicidal risk. 
 
For detailed recommendations on establishing an installation suicide prevention standing 
committee, refer to Chapter 2, DA PAM 600-24, Suicide Prevention and Psychological Autopsy, 
30 September 1988.  Army divisions and other large activities with adequate support interested 
in considering establishing their own suicide prevention program (previously referred to Suicide 
Risk Management Teams) should refer to Chapter 3, DA PAM 600-24.  This is available on-line 
at the Army Administrative Electronic Publication website at www.usapa.army.mil/gils/ 
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5-6.  Commander’s Involvement/Responsibilities 
Unit commanders are accountable for their suicide prevention programs.  This includes ensuring 
the proper training of unit personnel and ensuring that all leaders are actively engaged in the 
personal welfare of their soldiers. 
 
Once a soldier or civilian experiencing a “life crisis,” is identified, it is the responsibility of the 
commander to ensure that that individual not only receives the proper crisis intervention, but 
that the problem has been fully resolved.  The referral doesn’t end the commander’s 
intervention responsibility, but only initiates the invol vement which continues until the 
commander is completely assured that the particular crisis or disorder has been resolved.  This 
includes properly safeguarding the person at risk while they are receiving the required, 
professional assistance from mental health care providers. 
 
BH professionals that are treating individuals at risk for suicide should keep the commander 
informed, as well as making recommendations for safeguarding the individual during the 
treatment, (if the treatment is outpatient care).  Clear and expedient communications flow is 
crucial between those who are treating the individual at risk and the individual’s commander to 
ensure disclosure of all appropriate information to enable an accurate diagnosis. 
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TABLE 4 

Safeguard 
 

Psychiatric Treatment 
 
Psychiatric Assessment 
- Rehabilitate vs. Separate 

 
 

SECURE 

 
Chapter Six – Secure 

 
6-1.  Safeguard 
This is perhaps our last opportunity to successfully prevent the 
individual from taking his or her life.  At this point, the individual is 
now considering suicide and is in immediate danger for self-
injurious behavior.  If any soldier or civilian  ever hears another 
person mention that they are considering suicide, or make any 
statements of an intention to die, such as, “I wish I were dead,” 
or are displaying any of the suicide danger signs as contained in 
paragraph 2-7 and warning signs as contained in paragraph 2-8, 
then it is their responsibility and moral obligation to act.  
 
If you suspect someone might be at risk for suicidal behavior, then the first step is to ensure the 
safety of the individual at risk.  Talk to the individual, and listen.  Ask the individual if they are 
considering suicide or “killing themselves.”  If their response is “yes,” then ask if they have 
thought about  how they would carry it out (a plan) and then determine if they have the 
resources to carry out the plan.  This will enab le you to determine the actual risk and will be 
useful information for the professional mental health care provider.  If you believe the individual 
is at risk for suicide, then you must contact someone within the chain of command, a chaplain or 
UMT member, or the local medical treatment facility.  Depending on the severity of the situation, 
you may have to contact the local emergency services including the military police.  The main 
point to remember is to remain calm and don’t panic and never leave the person at risk 
unattended. 
 
Safeguarding for soldiers might include assigning a 24-hour watch over the individual until 
transfer of the individual to a local medical treatment facility or the risk has subsided.  Also, if the 
commander feels that the individual is at risk for self-injurious behavior or is a potential danger 
to others, restrict the soldier to the unit area.  If a soldier is determined to be at risk for suicide, 
and is placed on suicide watch, then other members within the unit must also be aware so that 
they unknowingly will not provide a method or means for the soldier to commit suicide.  
Commanders must also ensure that the soldier at risk does not have access to any means to 
commit suicide, which should include denying access to firearms, poisons, over-the-counter 
medications, alcohol, high places, rope, etc. 
 
Commanders must realize that actions taken to protect a person or the public from potential 
harm, while shielding the at-risk person from public humiliation takes precedence over any other 
possible concern. 
 
6-2.  Behavioral Health Treatment 
Ultimately, a professional mental health care provider at the local medical treatment facility will 
receive referrals for all individuals at risk for suicide.  The professional mental health care 
provider will then determine or verify the actual risk and decide upon outpatient treatment or 
hospitalization. 
 
6-3.  Behavioral Health Assessment 
Once admittance of a person to a hospital, it is the responsibility of the MHO to make an 
assessment the severity of the problem and a diagnosis on possible treatment and 
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prognosis for recovery.  The MHO will make every effort to successfully rehabilitate the person 
and return them to duty.   When appropriate, commanders should consider reassigning the 
person to another unit if in the opinion of the attending MHO and unit leadership that it would be 
beneficial to the person.  Retain the person if successfully be rehabilitated.  Mental health 
professionals will recommend initiation of separation procedures (medical or administrative) to 
the chain of command, if they assess unsuccessful rehabilitation of the person.  In the case of 
separations, the mental health professional should recommend procedures to the commander 
for safeguarding the individual during the discharge, including whether or not the person is 
released back to his unit considering the impact on unit morale, readiness and possible 
contagion effects.  The command will then make all efforts to prepare the person for the 
transition, with the priority on the individual’s welfare. 
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Chapter Seven – Post-intervention Measures 

 
It would be unrealistic to expect that any suicide prevention program will ever completely 
eliminate suicidal behavior.  Despite our best efforts, there will always be some suicidal 
behavior that is unpreventable.  In the event of an completed suicide, our efforts must focus on 
postvention strategies that expedite the healing process of surviving family members and 
members within the unit.  Commanders must be aware of the potential danger of suicide 
contagion or “copy cat” behavior by other members within the command or, depending on the 
publicity of the suicide, within the installation.  
 
7-1.  Installation Suicide Response Team 
The immediate time-period following a completed suicide can be very perilous as some 
members within the unit may feel some responsibility for the suicide and the possibility of 
suicide contagion also looms.  Yet few company and even battalion level commanders have 
ever experienced a completed suicide within their units .  To offset the risk, each major 
installation will establish policies and programs that offer immediate assistance to the 
commander following a completed suicide.  This will include identifying members of an 
Installation Suicide Response Team (ISRT) that can offer assistance to the unit commander and 
or surviving members of a completed suicide.  The membership of the ISRT will be determined 
by each ISPC, but at a minimum should include chaplains that can augment the UMT and help 
advise the commander regarding memorial services, and MHOs that can offer counseling and 
recommend procedures to expedite the recovery within the command.  The goal of the ISRT 
isn’t to replace the unit leadership or determine fault, but rather to advise and offer assistance. 
 
7-2.  Completed Suicide Reporting Procedures 
IAW AR 600-63 & DA PAM 600-24, a psychological autopsy was required for all confirmed or 
suspected suicides, or those cases in which the manner of death is equivocal, or deaths 
resulting in accidents that are suspicious or when requested by the local USACIDC office.  The 
purpose of the psychological autopsy was two-fold, to: 
 
• provide the victim’s commander with information about the death 
• enable the Army to develop future prevention programs based upon lessons learned 
 
However, the use of psychological autopsies has grown beyond its original function and now 
serves to promote the epidemiological study of suicide in the Army population.  This is against 
the current DoD guidance which limits psychological autopsies for just those equivocal deaths 
or when ordered by either the medical examiner or the local USACIDC office.  Therefore, a new 
multi-tiered reporting system will serve to provide the epidemiological study of suicide 
demographics, plus address any concerns or issues that the commander(s) might have 
concerning a confirmed or suspected suicide or determine the manner of the death.  The three 
tiers of reporting are: 
 

• Tier One - Army Completed Suicide Surveillance Report (CSSR) 
• Tier Two - Army Suicide Analysis Report (SAR) 
• Tier Three - Army Psychological Autopsy (PA)  

 
7.2.a.  Department of the Army Completed Suicide Report (CSR): 
The purpose of the CSSR will be to capture the epidemiological data regarding the Army 
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suicide population.  Beginning 1 January 2003, the CSR will be mandatory following every 
confirmed or suspected suicide of active duty soldiers, including ARNG and USAR soldier 
serving on active duty at the time of death. 
 
The purpose of the CSR is not to assign blame.  While understanding that determining any 
lessons learned is valuable, commanders should not take a “fault finding approach” to 
investigating suicides or suicide attempts, which would only serve to prolong the recovery period 
for the unit. 
 
The CSR will be prepared by a MH professional, assigned by the local MEDCOM commander. 
 
7.2.b. Army Suicide Analysis Report (SAR): 
Completed by a trained MHO appointed by the local installation Director of Health Services 
(usually the hospital commander) after receiving a formal request from either from CID or 
victim's brigade commander or higher echelon commander at that installation.  The SAR allows 
the commander an opportunity to present any concerns or questions regarding the death of a 
soldier or civilian to a professionally trained MHO.  Any request for information would have a 30 
day suspense for completion. This report would include the CSSR and additionally provide:  
 

1) a narrative analysis which details both the developmental/historical events that 
predisposed the victim to suicide as well as a narrative description of the more current 
preceding antecedent precipitants. 

2) a "lessons-learned" & recommendations section. 
3) address any specific questions posed by the chain of command. 

 
7.2.c. Army Psychological Autopsy (PA): 
Completed only by a fellowship-trained forensic psychiatrist/psychologist.  Initiated only at the 
request of the involved medical examiner doing the physical autopsy or CID investigator to 
resolve cases where there is an equivocal cause of death. 



 

SH-2-32 

Annex A – Strategy Matrixes 
 
 
 

OBJECTIVE KEY ACTIONS 
Instruct the “Understanding Dysfunctional Behavior Model” (as 
provided in Chapter 3) to officers and NCO’s assigned to leadership 
positions  

1. Local MHO’s develop a standardized briefing for ISPC’s 
approval  
 
2. ISPC’s publishes briefing on local web site or announces POC 
for scheduling the briefing 
 
3. Local commanders coordinate with local MHOs and conduct the 
training 

Encourage and support various life coping skills programs 1. Identify pre-existing and emerging programs that focus on 
developing individual life coping skills such as: stress reduction, 
relationship building, financial management, preventing alcohol 
abuse  
 
2. Ensure that these programs are publicized and promoted 
throughout the installation and made available to soldiers (both 
active, reserves and retired), family members and Army civilian 
employees  
 
3. Evaluate successfulness of such programs.  Share 
recommendations for improvements or information concerning 
new programs to HQDA for dissemination to other MACOMs & 
installations  

Build life resiliencies for those who respond to, counsel or treat 
suicidal patients or those exposed to suicides 

Develop services and programs, including training and education 
tailored for those who respond to suicides (emergency medical 
technicians, MP’s, firefighters) or counsel those at risk (chaplains, 
counselors) that addresses their own exposure and potential risk.  
Include training/instruction on the unique requirements of 
providing initial assistance/counseling to surviving family 
members. 

 

STRATEGY 1:  Develop Positive Life Coping Skills  
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OBJECTIVE KEY ACTIONS 
Eliminate any policy which inadvertently discriminates, punishes or 
discourages a soldier from receiving mental health care 

All staffs and commands will conduct a complete policy review to 
identify any repercussions taken against soldiers for receiving 
mental health care.  Validate those policies that should remain, 
eliminate those that are unwarranted. 

Educate commanders concerning confidentiality requirements as 
determined in objective 2.1 above  

Incorporate policy instruction in all PCC courses, including local 
installation company commander and 1SG Courses pre-command 
courses 

Ensure prompt and easy accessibility of Army and other helping 
agencies 

1.  Educate soldiers, family members, Army civilian employees 
and retirees residing in the local community of the location and 
protocols for scheduling and receiving assistance from the 
available varying helping services (i.e., AER, American Red Cross, 
MH care) 
 
2.  Incorporate education within installation in-processing 
procedures 

Foster a command climate that emphasizes help seeking behavior Periodic messages, announcements or statements from the senior 
leadership that encourages and recognizes help seeking behavior 
as a sign of individual strength and maturity  

Reduce the perce ived stigma associated with receiving MH care  Sponsor local programs that change perception toward mental 
care services.  Programs should include adopting national 
programs, public service announcements and developing 
localized, targeted programs that involve varying media sources 

Increase visibility and accessibility to local civilian health and/or 
social services outreach program that incorporate mental health 
services and suicide prevention 

1.  Coordinate with local civilian health and social services to 
identify which services and programs are available to soldiers and 
family members at risk for suicide.   
 
2. Develop promotional campaigns to publicize such services to 
soldiers, Army civilian employees and family members  

 

STRATEGY 2:  Encouraging Help Seeking Behavior 
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OBJECTIVE KEY ACTIONS 
Render assistance to those known or suspected of experiencing a 
major life crisis  

1.  Develop systems that recognize when soldiers and civilian 
employees are experiencing a potential life crisis in an effort to 
anticipate potential dysfunctional behavior. 
 
2.  Develop programs that can provide varying levels of 
supervision to soldiers recognized as experiencing a potential 
life crisis.  Such programs can vary between assigning a “battle 
buddy” to help the individual through the crisis, to suicide watch 
if the individual has actual suicide ideations  

Educate all soldiers and Army civilian employees on basic suicide 
prevention, which at a minimum, will cover recognizing warning and 
danger signs and what action to take if they suspect someone is at risk 
for suicide 

1.  Utilizing the USACHPPM Resource Manual on Suicide 
Prevention as a guide, educate all soldiers and Army civilian 
employees on basic suicide prevention.  Although not 
mandatory, offer such training to family members. 
 
2.  Ensure newly assigned soldiers and Army civilian employees 
have previously received the basic suicide prevention education.  
If not, provide training within 60 days upon reporting date.  
 
3.  Incorporate basic suicide prevention in all IET training and 
OBC courses 

Instruct all NCO’s, officers and Army civilian supervisors on 
recognizing symptoms of mental health disorder and potential 
“triggers” or causes of dysfunctional behavior 

1.   Instruction will focus on educating leadership on the common 
symptoms of depression, substance abuse or other forms of 
mental disorder 
 
2.  Incorporate formal education on 3.2 at all basic leadership 
courses (OBS, PLDC) 

Maintain Vigilance toward suicide prevention and awareness As required, conduct periodic “refresher” training or discussions 
on suicide prevention in preparation for an upcoming extended 
deployment or redeployment, or another highly stressful event, 
or as designated by commanders.  Maintain vigilance by either 
formal training including presentations, small unit discussions or 
even through varying local and Army wide news services and 
media formats.  ISPC can also promote various national 
programs such as National Suicide Prevention Week (normally in 
May) and National Mental Health Month (normally in October).   

Educate married soldiers and Army civilian employees on how to 
appropriately store and secure lethal means of self-harm 

Conduct public information campaign(s) or instruction designed 
to educate Army parents how to appropriately store and secure 
lethal means of self-harm including medications, poisons and 
firearms 

Educate all Army health care providers in suicide risk surveillance  Educate all health care providers to identify potential suicidal 
danger and warning signs and what actions to take if they 
suspect one of their patients to be at risk 

Educate installation gatekeepers on recognizing behavioral patterns 
that place individuals at risk for suicide and equip them with effective 
intervention skills to effectively reduce the immediate risk 

Train and maintain at least 90% of all “primary gatekeepers” (as 
defined in para 6-3c) in ASIST (or similar professional training). 
 
Train and maintain at least 50% of all “secondary gatekeepers” 
(as defined in para 6-3c) in ASIST (or similar professional 
training) 

Educate all UMT and Family Life Chaplains suicide awareness and 
prevention 

Provide formal basic and advanced suicide prevention training 
for all UMT members.  Training will include recognizing potential 
danger and warning signs, suicidal risk estimation, 
confidentiality requirements, how to reduce the immediate risk of 
suicide and how to conduct various suicide prevention training at 
the unit level 

STRATEGY 3:  Raising Awareness and Vigilance Towards Suicide Prevention 
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Educate soldiers, Army civilian employees and spouses on the safe 
storage of privately owned firearms 

1.  Determine which soldiers within a command has a privately 
owned firearm. 
 
2.  Ensure those soldiers and Army civilian employees and their 
spouses that own personal firearms understand the importance 
of responsible firearm storage in preventing suicide and 
accidental homicide. 
 
3.  Ensure soldiers seeking permission to purchase a firearm are 
not at risk for suicidal behavior or other dangerous behavior. 
 
4.  Encourage those soldiers who own personal firearms stored 
off-post and are determined to be at risk for suicidal behavior or a 
danger to someone else, to store their weapon in the unit arms 
room or with a close friend until the crises has been resolved and 
the risk of suicide has been eliminated. 

Incorporate screening in medical treatment facilities Incorporate screening for depression, substance abuse and 
suicide risk as a minimum standard of care for assessment in 
primary care settings for all MEDCOM supported healthcare 
programs – as part of the clinical practice guidelines initiative 
being implemented in the AMEDD 
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OBJECTIVE KEY ACTIONS 

Synchronize and integrate local community and installation suicide 
prevention programs 

1.  Each ISPC will develop its own charter, which addresses 
formal and “ad hoc” membership of the committee. 
 
2.  Each ISPC will develop and publish its own suicide 
prevention program plan.  Forward a copy through the 
respective MACOM HQ to DAPE-HR-PR (ODCSPER) 

Reduce risk of contagion, provide counseling to surviving family members 
and expedite the unit personnel recovery 

Establish policies and procedures for the implementation of 
an Installation Suicide Response Team 

 

STRATEGY 4:  Synchronizing, Integrating and Managing the Suicide Prevention Program  
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OBJECTIVE KEY ACTIONS 

Capture data on the number of non-fatal suicide events such as attempts 
and gestures 

1.  Determine pertinent data fields and 
develop the actual reporting format and procedures.  Ensure 
format and procedures do not violate Federal, State or DoD 
regulatory or directives 
 
2.  Implement reporting procedures 
 
3.  Include statistics in monthly suicide surveillance update.  
Provide information to DCSPER and post information on the 
Army Suicide Prevention Web Site  

Conduct suicide surveillance in all Army MTF emergency rooms Ensure that health care providers that work in Army MTF 
emergency rooms receive proper training in identifying 
those individuals whose injuries might have been self-
inflicted 

Increase percentage of soldiers keeping follow-up mental health 
appointments  

Establish procedures and guidelines that ensure soldiers 
keep their mental health care appointments, especially when 
considered at risk for suicide  

Identify and share effective suicide prevention programs Identify those proven programs and initiatives effective in 
reducing the risk of suicide and share those programs and 
initiatives with the various MACOMs.  Programs will range 
from the installation level to MACOMs and also include 
“best-science methodology” as determined by the Surgeon 
General or other branches of the service. 

Assess availability of mental health and substance abuse treatment 
services for youth and DoD Schools  

Assess availability of mental he alth and substance abuse 
treatment services for youth to determined the need for 
school-based clinical services for DoD schools  

Improve reporting of suicidal behavior in news media 1.  All Army news services/media divisions will adopt 
recommendations/guidelines concerning reporting suicides 
as provided by the 1989 Health Resources and Services 
Administration workshop sponsored by the New Jersey 
Department of Health, or AAS, NIMH, CDC, or other 
established suicide prevention organization.  The design of 
these recommendations is not to restrict the reporting of 
suicides, but change the manner in which the suicide is 
reported.  These recommendations will minimize suicide 
contagion. 
 
2. Installation PAOs should be familiar with such guidelines 
and recommend that local news media adopt such 
guidelines when reporting about suicides within the 
installation or local community. 

STRATEGY 5:  Conduct Suicide Surveillance, Analysis and Reporting 
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Annex B - Checklists 
 
The following checklists serve as a guide that will assist commanders in developing their own 
specific suicide prevention program. 

 

All Soldiers. 
As the first line of defense and perhaps the most important person in suicide prevention: 
ü Know suicidal danger & warning signs and the leading causes for suicides.  Remain vigilant!  
ü Take immediate action when suspecting someone is suicidal or if someone admits that they 

are contemplating suicide. 
ü Become aware of local helping services and protocols for use. 
 

First Line Supervisors/Leaders. 
ü Get to know your soldiers so that you can recognize and even anticipate possible 

dysfunctional behavior. 
ü Assess each of your soldier’s life-coping skills.  Seek opportunities to positively influence 

your soldier’s behavior. 
ü Ensure proper training of all your soldiers in suicide prevention/awareness. 
ü Create an atmosphere of inclusion for all.  Never ostracize any of your soldiers, regardless 

of their actions. 
ü Know potential triggers for suicide. 
ü Know potential warning signs for mental illness. 
ü Set the example, take advantage of available helping services. 
ü Reduce the perceived stigma regarding mental health.  Remember that most mental 

illnesses are treatable and are a result of a sickness, not weakness. 
 

Commanders 
ü Maintain vigilance.  Ensure that members of your UMTs have knowledge of possible life 

crisis or pending UCMJ actions. 
ü Offer suicide prevention/awareness training for all spouses. 
ü Ensure all newly assigned soldiers are aware of the location and protocols for utilizing 

installation support agencies. 
ü Conduct OPD/NCOPDs for your units that focuses on some aspect of mental illness such as 

recognizing potential warning signs.   
ü Ensure that your UMTs have received formal suicide prevention training currently conducted 

at the Menninger Clinic and have also undergone the Living Works Applied Suicide 
Intervention Skills Training (ASIST) Workshop. 

ü Promote help-seeking behavior as a sign of strength.  Working with the mental health 
provider, respect solder/counselor confidentiality when the soldier’s mental health is not in 
question and when the soldier is not a threat to himself, not a threat to others, or if they are 
able to perform their prescribed duties. 

ü Develop well-defined procedures for registering and storing privately own weapons.  Ensure 
procedures are in place that deny access to firearms during times of suicidal watch. 

ü Ensure any Guard or Reservists attached to your unit for deployment have received proper 
suicidal prevention training and screening prior to deployment.   

ü Ensure there are “family reunion” seminars for both soldiers and family members to assist in 
the successful integration of the soldier back into his family following an extended 
deployment.
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Unit Ministry Teams (UMTs) 
ü Become ASIST T-2 trained 
ü Attend formal suicide prevention/awareness training hosted by the Chief of Chaplains 

(currently hosted by the Menninger Clinic in Topeka, Kansas) 
ü Download the USACHPPM Resource Manual for Suicide Prevention.  Prepare suicide 

prevention/awareness training for “all ranks,” OPDs and NCOPDs and spouses. 
ü Keep your commander informed on current suicide demographics.  Explain those identified 

as “high” risk categories – such as those who are experiencing relationship problems, 
financial difficulties or pending UCMJ or other legal action. 

 
Installation Suicide Prevention Standing Committee 
ü Establish suicide prevention program specifically tailored for your installation. 
ü Assist the installation and local commanders in implementing their preventative programs. 
ü Ensure that suicide prevention policies and procedures comply with applicable laws, 

regulations and directives regarding privacy and public information. 
ü Track the percentage of all assigned chaplains that have received the suicide prevention 

basic training at the Menninger Clinic. 
ü Ensure that all assigned commanders and senior NCOs are familiar with the availability of 

support agencies and the procedures for referral. 
ü Ensure that the availability of mental health personnel is adequate to meet the needs of the 

installation and that there is always someone available to conduct crisis 
intervention/assessment. 

ü Ensure that commanders are provided timely feedback from support agencies concerning 
the effectiveness of the treatment of their soldiers. 

ü Encourage stress management programs for soldiers and family members, especially during 
times of increased OPTEMPO or deployments. 

ü Track the number of ASIST T-4 (Trainer) and T-2 Level Crisis Intervention trained personnel 
on post. 

• Strive for at least two T-4 qualified trainers that can sponsor the T-2 level training.  
One of the two should be the Family Life Chaplain. 

• Strive for at least one ASIST T-2 trained personnel at each community support 
agency, SJA ,and MPs. 

ü Review and publicize emergency procedures available to all soldiers and family members 
such as Crisis Hotlines and suicide awareness cards. 

ü Ensure newly assigned soldiers are briefed on installation support agencies during in-
processing. 

ü Are dependent school personnel trained in identifying and referring individuals at risk for 
suicide? 

ü Review surveillance reports and monitor the time that it takes to get soldiers into ADAPCP 
after identification of having an alcohol/drug problem. 

ü Establish procedures for creating an Installation Suicide Response Team 
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Annex C – Suicide Risk Comparison of Age Cohorts 
 
Almost half of all suicides within the Army occur with soldiers 25 years of age or younger.  
However, maturity doesn’t necessarily protect against suicidal behavior.  In fact, older soldiers 
have a higher suicide rate than younger soldiers.  As can be seen on Graph 1, although the 
greater incidence of suicides within the Army occur in younger soldiers (represented by the 
dashed line), the highest suicide rates occur in soldier over 40 (represented by the solid line).   
 
By examining psychological 
autopsies, we find that 
younger soldiers are generally 
committing suicide as a result 
from insufficient or 
underdeveloped life coping 
skills.  Suicides among older 
soldiers reveal a different 
profile of causes.  These 
suicides often result from one 
or more clinical psychiatric 
disorders with associated 
problems that have 
accumulated over time.  Many 
are facing a major life transition, 
such as a failed marriage or a 
promotion pass over.  Others 
suffer from chronic substance 
abuse or a mood disorder.  
Unfortunately, many of these 
soldiers don’t seek professional help, in part because of the perceived cultural and organization 
stigma associated with receiving mental health treatment.   
 
To prevent both types of suicides requires two different, specific prevention strategies.  
Awareness training can generally prevent preplanned suicides as those who are planning their 
deaths usually give “warning: or “danger” signs that other, vigilant people should intercept.  This 
strategy is contained in Chapter Six – Intervention.   
 
Those unplanned, impulsive suicides are more challenging to prevent since the time from the 
decision, to the suicide act might be quick and not long enough for the potential suicide victim to 
display any warning signs.  To prevent these types of suicide requires programs that prevent the 
individual from ever considering suicide as a viable option, which means developing their life 
coping skills so that when faced with a particular stressor, they will have the means to handle it 
without it turning into a crisis and potential suicide.   This strategy is contained in Chapter Five – 
Prevention. 
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Younger Age Group Older Age Group 
Impulsive, lacks coping skills MDD (Major Depression) or serious heavy ETOH (alcohol) use 
Poor adjustment to military settings  Good previous adjustment to Army 
Situational stressor Major loss or transition issue  
Suicidal behavior happens with little forethought Contemplating suicide for some time as part of a biological disease 

process 
Immature Mature person whose biology or complicated past (or often both) has 

caught up to him  
Engages in acting out behavior that is often hard for 
superiors to miss 

Quietly withdraws from those who might notice; behavior of social 
withdrawal and his accompanying internal feelings of shame are easy 
to miss 

First term of enlistment— not that concerned about career 
impact 

Career soldier; concerned that MH contact will be seen as weakness 
and will hurt his career 

Will often confide to anyone who is interested Shame, a symptom of MDD and often of ETOH dependence, makes it 
difficult to tell anyone and magnifies fears about “the Army” finding out 

Often lives in barracks and eats in dining facility; used to 
superiors being aware of details of his “personal life” 

Lives in housing or off base; has erected certain barriers between his 
duty day and his personal life  

 Assurances of confidentiality and assurances that getting treatment for 
a MH problem is not career damaging (stigma) become very important 
in combating the shame (which is part of the biological disease 
process) and thus allowing the soldier to feel it is “safe” to come 
forward and get help. 
 
It is  important that these beliefs are in place before the soldier gets 
depressed (thus the importance of this campaign which promotes both 
a culture change from above and a training component which gets the 
word out below).   Once the soldier is clinically depressed the 
symptoms of shame and social withdrawal make it very difficult to 
reach him. 

Usually a facilitating “gatekeeper” helps him get to MH 
(chain of command or others) 

Usually self referred to MH; may have conferred with a colleague; tends 
to tell chain of command as a last resort or not at all 

Goes to MH with little thought of negative ramifications if 
directed or suggested by chain of command 

Has viewed MH as a place where problem soldiers go— often to 
facilitate separation from the service  
 

Early intervention may prevent acting out behavior and may 
facilitate development of more mature coping skills  

Early intervention prevents progression from mild depression to 
serious biological depression; both depression and early alcohol 
dependence, particular ly in those who have previously made a good 
occupational and social adjustment; are usually very responsive to 
treatment 

Command is already aware of the problem since MH contact 
was either command directed or encouraged by a member 
of chain of command— a dialogue with MH is already 
underway 

Command is often not aware of the problem up front; if the problem is 
serious, the MH professional needs to inform command either with the 
patient’s consent (which he is usually willing to give after he has 
overcome his shame and entered into treatment) or via a profile  
 
If it is a mild depression, the patient may choose to keep it confidential 
(like any other medical problem that is not going to interfere with his 
performance of duty) 

For the younger cohort, this tension (confidentiality vs. 
command’s need to know) is less of an issue; command 
usually already knows; in those cases where they don’t, the 
soldier is usually close to getting into some kind of 
difficulty, thus making it in his best interest to be proactive 
and letting his superiors know that he is addressing the 
underlying issues, before real trouble hits  
 
For this cohort, MH contact, in actual practice, looks almost 
like ADAPCP and Family Advocacy, which are command 
programs 

For the older cohort MH patient, here is a built in tension between these 
two essential components: 
         Command’s need to know (which is always there in the serious 
cases; it is the MH professional’s responsibility to inform command—
by profile if necessary)  
                                  vs. 
           Assurances of confidentiality  
 (so important in countering the shame of clinical depression: makes it 
safe for the soldier [or for his colleague in whom he may have 
confided] to believe it is safe to “self refer” early in the process and get 
the needed care for a very treatable condition) 
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Annex D – Definitions. 
 
Anxiety disorder – an unpleasant feeling or fear or apprehension accompanied by increased 
physiological arousal, defined according to clinically derived standard psychiatric  diagnostic 
criteria. 

Behavioral health services – health services specially designed for the care and treatment of 
people with mental & behavioral health problems, including mental illness.  Identical to the 
definition of mental health services. 

Biopsychosocial approach – an approach to suicide prevention that focuses on those 
biological and psychological and social factors that may be causes, correlates, and/or 
consequences of mental health and mental illness and that may affect suicidal behavior. 

Bipolar disorder – a mood disorder characterized by the presence or history of manic 
episodes, usually, but not necessarily, alternating with depressive episodes. 

Cognitive/cognition – the general ability to organize, process, and recall information. 

Comprehensive suicide prevention plans – plans that use multifaceted approaches to 
addressing the problem; for example, including interventions targeting biopsychosocial, social, 
and environmental factors. 

Comorbidity – the co-occurrence of two of more disorders, such as depressive disorder with 
substance abuse disorder. 
Connectedness – closeness to an individual, group or people within a specific organization; 
perceived caring by others; satisfaction with relationship to others, or feeling loved and wanted 
by others. 

Contagion – a phenomenon whereby susceptible persons are influenced toward suicide 
behavior as a result of some other suicide behavior via personal proximity or other source of 
influential information. 

Depression – a constellation of emotion, cognitive and somatic signs and symptoms, including 
sustained sad mood or lack of pleasure. 

Epidemiological analysis – empirical examination of the incidence, distribution and potential 
risk factors for suicide. 

Equivocal Death – a death in which the means or circumstances are unclear, uncertain, or 
undecided. 

Gatekeepers – those individuals within a community who have face-to-face contact with large 
numbers of community members as part of their usual routine; they may be trained to identify 
persons at risk of suicide and refer them to treatment or supporting services as appropriate.  
Identified as either a “primary” or a “secondary” gatekeeper as defined in para 6-2b. 

Health – the complete state of physical, mental, and social well being, not merely the absence 
of disease or infirmity. 

Healthy People 2010 – the national prevention initiative that identifies opportunities to improve 
the health of all Americans, with specific and measurable objectives to be met by 2010. 

Indicated prevention intervention – intervention designed for individuals at high risk for a 
condition or disorder or those who have already exhibited the condition or disorder.
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Intentional – injuries resulting from purposeful human action whether directed at oneself (self-
directed) or others (assaultive), sometimes referred to as violent injuries. 

Intervention – a strategy or approach that is intended to prevent an outcome or to alter the 
course of an existing condition. 
Means – the instrument or object whereby a self-destructive act is carried out. 

Means restriction – techniques, policies, and procedures designed to reduce access or 
availability to means and methods of deliberate self-harm. 

Methods – actions or techniques which result in an individual inflicting self-harm (i.e., 
asphyxiation, overdose, jumping). 

Mental disorder – a diagnosable illness (using guidelines contained in the APA’s DSM-IV or 
later editions) characterized by alterations in thinking, mood, or behavior (or some combination 
thereof) associated with distress that significantly interferes with an individual’s cognitive, 
emotional, occupational or social abilities; often used interchangeably with mental illness. 

Mental health – the capacity of individuals to interact with one another and the environment in 
ways that promote subjective well-being, optimal development and use of mental abilities. 

Mental health problem – diminished cognitive, social or emotional abilities, but not sufficient to 
meet the criteria for a mental disorder. 

Mental health services – health services that are specially designed for the care and treatment 
of people with mental health problems, including mental illness.  Identical to the definition of 
behavioral health services. 

Mental illness – see mental disorder. 

Mood disorders – a term used to describe all those mental disorders that are characterized by 
a prominent or persistent mood disturbance; disturbances can be in the direction of elevated 
expansive emotional states, or, if in the opposite direction, depressed emotional states. 

Morbidity – the relative frequency of illness or injury, or the illness or injury rate, in a community 
or population. 
Non-fatal suicide events – any intent to inflict self-harm that does not result in death, but with 
apparent motivation to cause one’s own death. 

Personality disorders – a class of mental disorders characterized by deeply ingrained, often 
inflexible, maladaptive patterns or relating, perceiving, and thinking of sufficient severity to 
cause either impairment in functioning or distress. 

Post-intervention – a strategy or approach implemented after a crisis or traumatic event has 
occurred. 

Post-event data collection – required data collection and review process in the aftermath of a 
suicide to improve suicide prevention efforts. 

Prevention – a strategy or approach that reduces the likelihood of risk of onset, or delays the 
onset of adverse health problems or reduces the harm resulting from conditions or behaviors.
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Protective factors – factors that make it less likely that individuals will develop a disorder.  
Protective factors may encompass biological, psychological or social factors in the individual, 
family and environment. 

Psychiatric disorder – see mental disorder. 

Psychiatry – the medical science that deals with the origin, diagnosis, prevention, and 
treatment of mental disorders. 

Psychology – science concerned with the individual behavior of humans, including mental and 
physiological processes related to behavior. 

Public informational campaigns – large scale efforts designed to provide facts to the general 
public through various media such as radio, television, advertisements, newspapers, 
magazines, and billboards. 

Rate – the number per unit of the population with a particular characteristic, for a given unit of 
time. 

Resilience – capacities within a person that promote positive outcomes, such as mental health 
and well-being, and provide protection from factors that might otherwise place that person at 
risk for adverse health outcomes. 

Risk factors – those factors that make it more likely that individuals will develop a disorder.  
Risk factors may encompass biological, psychological or social factors in the individual, family 
and environment. 
Screening – administration of an assessment tool to identify persons in need of more in-depth 
evaluation or treatment. 

Screening tools – those instruments and techniques (questionnaires, check lists, self-
assessments forms) used to evaluate individuals for increased risk of certain health problems. 

Selective prevention intervention – intervention targeted to subgroups of the population 
whose risk of developing a health problem is significantly higher than average. 

Self-harm – the various methods by which individuals injure themselves, such as self-
laceration, self-battering, taking overdoses or deliberate recklessness. 

Self-injury – see self-harm. 

Social services – organized efforts to advance human welfare, such as home-delivered meal 
programs, support groups, and community recreation projects. 

Social support – assistance that may include companionship, emotional backing, cognitive 
guidance, material aid and special services. 

Stigma – an object, idea, or label associated with disgrace or reproach. 

Substance abuse – a maladaptive pattern of substance use manifested by recurrent and 
significant adverse consequences related to repeated use.  Includes maladaptive use of legal 
substances such as alcohol; prescription drugs; and illicit drugs. 

Suicidal act (also referred to as suicide attempt) – a potentially self-injurious behavior for 
which there is evidence that the person probably intended to kill h imself or herself; a suicidal act 
may result in death, injuries, or no injuries. 

Suicide behaviors – includes a broad range of self-destructive or self-injurious behaviors, 
including threats, attempts and completions.
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Suicidal ideation – self-reported thoughts of engaging in suicide-related behavior. 

Suicidality – a term that encompasses suicidal thoughts, ideation, plans, suicide attempts, and 
completed suicide. 

Suicide - death resulting from the intention of the deceased to cause his or her own death. 

Suicide attempt – a potentially self-injurious behavior with a nonfatal outcome, for which there 
is evidence that the person intended to kill himself or herself; a suicide attempt may or may not 
result in injuries. 

Suicide survivors – family members, significant others, or acquaintances who have 
experienced the loss of a loved one due to suicide. 

Suicide threat - statement expressing or implying an intent to cause one’s own death. 

Suicide-related behaviors —  intentional behaviors potentially resulting in serious injury or risk 
but may be motivated by an individual’s desire for assistance rather than an intent to cause his 
or her own death. 

Surveillance – Service directed data collection and review process designed to improve suicide 
prevention efforts through analysis and interpretation of health data with timely dissemination of 
findings. 

Unintentional – term used for an injury unplanned or accidental injuries. 

Universal preventive intervention – intervention targeted to a defined population, regardless 
of risk. 
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Annex E – Abbreviations/Acronyms 
 
AAFES – Army Air Force Exchange Service  

AAS – American Association of Suicidology 

ACE – Adverse Childhood Experiences 

ACS – Army Community Service 

ADAPCP –  Alcohol and Drug Abuse Prevention and Control Program 

AIT – Advanced Individual Training 

AMEDD – Army Medical Departments 

ASIST – Applied Suicide Intervention Skills Training 

ASPP – Army Suicide Prevention Program 

BSRF – Building Strong and Ready Families 

CDC – Center for Disease Control and Prevention 

CFSC – Community & Family Support Center 

CID – Central Investigative Division 

CCH – Chief of Chaplains 

CPO – Civilian Personnel Office 

CSA – Chief of Staff, Army 

CSSR – Completed Suicide Surveillance Report 

CY – Calendar Year  

DCSPER – Deputy Chief of Staff for Personnel 

DoD – Department of Defense 

ETOH – Ethyl Alcohol 

FAP – Family Advocacy Program 

GSW – Gunshot Wound 

IET – Intial Entry Training 

IG – Inspector General 

IO – Investigating Officer 

ISRT – Installation Suicide Response Team 

ISPC – Installation Suicide Prevention Committee 

MACOMs – Major Army Commands 

MEDCOM – Medical Command 

MH – Mental Health 

MHO – Mental Health Officer 

MP – Military Police
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MTF – Medical Treatment Facility  

MUSARC/RSC – Major United States Army Reserve Command/Regional Support 

Command 

MWR – Morale, Welfare, and Recreation 

NAMI – National Alliance for the Mentally Ill 

NCHS – National Center for Health Statistics 

NGB – National Guard Bureau 

OCCH – Office of the Chief of Chaplains 

ODCSPER – Office of the Deputy Chief of Staff for Personnel 

ODPHP – Office of Disease Prevention and Health Promotion 

OTSG – Office of the Surgeon General 

PA – Psychological Autopsy 

PAO – Public Affairs Office 

RAP – Recruit Assessment Program 

SAR – Suicide Analysis Report 

SMA – Sergeants Major of the Army 

SPRRC – Suicide Prevention Risk Reduction Committee 

TJAG – The Judge Advocate General 

TSG – The Surgeon General (Army) 

TRADOC – Training and Doctrine Command 

UCMJ – Uniform Code of Military Justice 

UMT – Unit Ministry Team 

USACHPPM – US Army Center for Health Promotion and Preventive Medicine 

USACIC – US Army Central Investigation Command 

USARC – US Army Reserve Command 

USC – United States Code 

VA – Veterans Administration 

VCSA – Vice Chief of Staff, Army 

WRAIR – Walter Reed Army Institute of Research 

WRAMC – Walter Reed Army Medical Center 
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Annex G – Useful Web Sites/Contacts 
 

• American Assocation for Suicidology, (www.suicidology.org) 
 

• American Foundation for Suicide Prevention, (www.afsp.org) 
 

• Army Administrative Electronic Publication website, (www.usapa.army.mil/gils/)  
 

• Living Works Education, (www.livingworks.net) 
 

• Healthy People 2010, (www.health.gov/healthypeople)  
 

• National Suicide Prevention Web site (copies of the National Strategy Summary Booklet) 
(www.mentalhealth.org/suicideprevention) 

 
• ODCSPER Suicide Prevention Web Site, 

(www.odcsper.army.mil/default.asp?pageid=66f) 
 

• Organization of Attempters and Survivors of Suicide in Interfaith Service, 
(www.oassis.org) 

 
• Suicide Awareness\Voices of Education, (www.save.org) 

 
• Suicide Prevention Advocacy Network, (www.spanusa.org) 

 
• Surgeon General’s Call to Action, (www.surgeongeneral.gov/library/calltoaction) 

 
• U.S. Army Center for Health Promotion and Preventive Medicine, 

(chppm-www.apgea.army.mil) 
 
 
 
Phone Numbers: 
 
• National Suicide Hotline: 1-800-suicide (800) 784-2433 
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Army Suicide Demographics 
Suicide can affect anyone, regardless of rank, age, sex, MOS, race or ethnicity.  Although there 
are no select demographics that will accurately predict suicidal behavior with certainty, it is 
important to examine the Army suicide population in an attempt to infer potential suicide risk 
indicators for use in prevention efforts (an updated briefing of the previous calendar year as well 
as the current monthly Army suicide statistics and demographics can be found at the Army G-1 
HRPD website).  Our vigilance and awareness must extend to everyone in The Army.  It is also 
important not to use demographics to “profile” or “discriminate” at-risk populations. 
 
Suicide Methods 
Suicide by self-inflicted gun shot wound (GSW) was the most common method chosen by 
soldiers, followed by hanging, carbon monoxide poisoning and drug overdose.  Other methods 
include poisoning, burns, jumping and stabbing.  Nationally, suicide by firearms was the most 
chosen method resulting in fifty-seven percent of all suicidal deaths in the United States.  
Generally, men tend to choose more violent, lethal means (GSW, hanging, and jumping).  
Women generally prefer less-violent means (drug overdose, and wrist cutting) but recent data 
suggest an increasing use of firearms by American women. 
 
According to AAS, those who own a gun are 32 times more likely to commit suicide than those who do 

not own a gun.  This figure doesn’t suggest that people who own guns are more likely to 
be suicidal, but rather the potential impact of having an immediate, convenient and highly 
lethal means to carry out the suicide act once the decision has been made.  In fact, 
approximately 83 percent of fatal gunshot wounds are associated with suicides, 
compared to 7 percent for homicides committed by relatives, 3 percent associated with 
accidents, and only 2 percent of deaths involving strangers.  Purchasing a weapon is 
associated with a dramatic increase in the risk of suicide in the ensuring year following 
the purchase. 
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Student Handout 3 

 
 

 This student handout contains 15 pages of slides, 6 slides on each page, on current 
statistics and facts.  Give this handout to the students to facilitate the presented 
instruction. 
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 HANDOUTS FOR LESSON 1:  W421 version 1 
 
This Appendix 
Contains 

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 and SH-1-2 
SH-2, Sample SOP SH-2-1 thru SH-2-5 
SH-3, Extract from FM 101-5 SH-3-1 thru SH-3-2 
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Student Handout 1 
 

 
This student handout contains the Advance Sheet 
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Student Handout 1 
 

Advance Sheet  
 

 
Lesson Hours 
 

This lesson consists of one hour of small group instruction and a one-hour practical 
exercise. 
 

 
Overview 

 
Whether it is soldier rotations, PCS’, unit attachments, personnel turnover detracts 
from our ability to work as a team and accomplish any given task.  New personnel 
are unable to accomplish many routine tasks because they are unaware of local 
policies or conditions that will prevent them from applying knowledge they have 
acquired elsewhere.  This lesson will give you an understanding of how to overcome 
these obstacles by standardizing routine tasks. 
 

 
Learning 
Objective 

Terminal Learning Objective (TLO) 

Action: Prepare a Standing Operating Procedure (SOP). 
Conditions: Given a requirement to establish an SOP, appropriate references or 

policy guidance, and office supplies. 
Standards: Prepared standing operating procedures that enhance your unit’s 

effectiveness as stated in FM 101-5. 
 

 
 ELO A  Understand the purpose and benefits of SOPs. 

ELO B Prepare a Standing Operating Procedure (PE). 
 

 
Student 
Assignments 

• Read FM 101-5, page H-8 (Standing Operating Procedures) 
• Skim FM 101-5, Chapter 5, pages 5-3 and 5-4; Chapter 6, pages 6-4 and 6-5. 
• Study Student Handout 2 (Sample Format for Combat Operations SOP) 

 
 
Additional 
Subject Area 
Resources  

None 

 
 
Bring to Class • FM 101-5 

• Student Handout 2 
• Pen or pencil 
• Writing paper 
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Student Handout 2 
 

 
This student handout contains Sample SOP Format for SDO/SDNCO 
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(Classification-- 
only if the document requires a security designation) 

 
 

Headquarters 
Location 
Date 
 

STANDING OPERATING PROCEDURE (SOP)--STAFF DUTY  
OFFICER/STAFF DUTY NONCOMMISSIONED OFFICER (SDO/SDNCO) 

 
1.  GENERAL: 
 

a.  Purpose.  To provide each staff duty office (SDO) and Staff Duty Noncommissioned Officer 
(SDNCO) with the necessary guidance to perform their duty. 

 
b.  Conformity.  Each unit/individual within this organization will follow the guidance outlined in 

this SOP.  The commander is the approval authority for exceptions or deviations to this policy. 
 

c.  Personnel Eligible to Perform Duty. 
 
          (1)  Military personnel assigned/attached to HHC, 00st Messkit Repair Company, in the grade of 
Staff Sergeant (P) or Sergeant First Class will perform SDNCO. 
 
 (2)  Military personnel assigned/attached to HHC, 00st Messkit Repair Company, in the grade of 
Master Sergeant will perform SDO. 
 

d.  Duty Location:  SDO/SDNCO desk in Bldg XXXX, 1st Floor, Room 101. 
 

e.  Duty Briefings:  The Operations Sergeant or his/her direct representative will conduct Staff 
Duty briefings at 1200 daily.  The briefing for personnel scheduled for weekend/holiday duty will be on 
Friday's at 1200.  
 

f.  Tour of Duty: 
 

(1)  SDO:  Monday-Thursday 1630-2200 (Departs on Call).  Return to duty location at 0430-0800.  
Friday 1500-2100 (Departs on Call) Return to duty location at 0430-0800; Weekends/Holidays 0800-2000  
(Departs on Call).  Return to duty location at 0500-0800. 
 

(2)  SDNCO/DUTY:  Monday-Thursday 1630-0700 (Physically Present) 
Friday 1500-0800 (Physically Present).  Weekends/Holidays 0800-0800 (Physically Present) 
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2.  DUTY PROCEDURES: 
 

a.  Weekday Duty - The following procedures apply while performing staff duty: 
 

(1)  1630:  Report to duty, sign for all keys on key ring, read SOP instructions and 
familiarize yourself with ALL staff duty procedures in this staff duty book.  Record any messages on 
answering machine to staff duty log. 
 

(2)  1650:  Activate music for retreat; the SDO/SDNCO will secure the flag for reveille and 
retreat.  Everyday, Staff Duty Personnel will perform flag detail at 1700 hours.   
 

(3)  1715:  Press *71 on wall phone, to transfer phones from commander's phone.  
 

(4)  1830:  Commence locking buildings 0000, 0000, 00000.  
  

(5)  2000:  Make a physical security check of the following buildings: 0000, 0000, and 
0000. 
 

(6)  2200:  SDO departs on call (SDNCO may sleep in the bunk provided). 
 

(7)  0415:  SDO returns to duty/unlock doors.  Ensure all lock/chain and key combinations 
are returned to the Staff Duty Office. 
 

(8)  0540:  Transcribe any and all messages on answering machine to duty log. 
 

(9)  0550:  Play tape for reveille.  The SDO/SDNCO will perform the flag detail duties. 
 

(10)  0745:  SDO press *72 and dial #, to transfer SDO phone to commanders phone. 
 
(11)  0800:  Ensure staff duty area is clean, free of all trash, and secured.  If relief is not 

available at this time, close log and secure all duty books, keys and property. 
 

b.  Weekend/Holiday duty: The SDO/SDNCO will follow the below listed procedures while on 
duty: 
 

(1)  0730-0800:  Previous SDO/SDNCO returns to duty for the following: 
 
(a)  Complete Key inventory.  Sign for keys from outgoing SDO. 

 
(b)  Receive briefing & special instructions from previous SDNCO. 

 
(c)  Ensure previous SDO has closed out DA 1594, Staff Duty Journal. 
 
(d)  Initiate new DA 1594 for your tour of duty. 

 
(2)  0800:  The incoming SDO/SDNCO will replace the outgoing SDO/SDNCO. 

 
(3)  0900:  SDNCO will conduct a physical security check of building 0000, 0000, and 

0000. 
 
(4)  1100:  SDO/SDNCO alternate lunch. 

 
(5)  1500:  SDO/SDNCO will conduct a physical security check of all exterior doors of the 

following buildings 0000, 0000, 0000, and 0000. 
 

(6)  1650:  Activate music for retreat. 
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(7)  1700:  SDO/SDNCO Perform flag detail duties. 

 
(8)  1715-1815:  SDO/SDNCO alternate for meals. 

 
(9)  1820:1845:  SDO/SDNCO makes a general security check before SDO departs on 

call. 
 

(10)  0500:  SDO returns to duty/unlock appropriate doors.  Ensure you return all 
lock/chain and key combinations to the Staff Duty Office. 
 

(11)  0600:  SDO/SDNCO performs reveille; raise the flag and play the music. 
 

(12)  0615:  Transcribe messages to the DA Form 1594. 
 
3.  RESPONSIBILITIES: 
 
    a.  You will control access to all facilities at all times. 
 

b.  You will maintain a staff duty log (DA Form 1594).  Make entries of every action accomplished 
during your tour of duty.  Start a new DA 1594 for each duty period. 
 
    c.  You will ensure that you keep the staff duty area clean and neat at all times. 
 

d.  When conducting lock-up and security checks ensure that you turn off all lights. 
 
     e.  Weekend/Holiday SDOs will make appropriate arrangements with the SDNCO for meal 
breaks. 
 
     f.  Key Control.  You will not allow personnel to sign for any keys.  
 

g.  The Staff Duty Key ring must remain in the possession of the SDO/SDNCO at all times.  You 
will need this key to open all exterior doors.   
     h.  You will not release any personal data found in this staff duty instruction book. 

 
i.  You will notify the First Sergeant and/or Company Commander in cases of any 

emergency/serious incident (see book 2 for telephone numbers/or beeper numbers).  Enter results of 
contact on DA Form 1594.  If unavailable, repeat attempts every 30 minutes until you make contact . 
 
4. SDO/SDNCO MATERIALS:  
  
 a.  An access roster for personnel authorized access to this facility.  
 
     b.  The Key Control Register is for inventory and information.  (See inventory sheet in the key 
box). 
 

c.  The after hours sign-in/out ledger (NOT FOR LEAVE, PASS, PCS).  Anyone who requires 
access during after duty hours MUST sign in and out and must be on the access roster. 
 
5.  RISK ASSESSMENT:  Low (watch for objects/debris on ground when conducting checks). 
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6.  ADDITIONAL INSTRUCTIONS: 
 

a.  If you receive a red cross message contact the 1SG and/or Commander of the unit to which 
the soldier belongs to, prior to contacting the soldier, if possible. 
 
 b.  As SDO/SDNCO you cannot sign for, or receive, any mail.  Direct the agency to return on a 
duty day to make their delivery. 
 
FOR THE COMMANDER: 
 
 
 
      /s/ 

JUSTINE W. SMITHY  
1SG, USA 
HHC, 00st Messkit Repair Co 
 

DISTRIBUTION:   
1 ea SDO 
1 ea SDNCO 
1 ea 1SG, HHC, 00st MESSKIT REPAIR CO 

 
 

(Classification-- 
only if the document requires a security designation) 
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Student Handout 3 
 

 
This student handout contains an extract from FM 101-5 
 
Disclaimer:  The training developer downloaded this extract from 
http://155.217.58.58/atdls.htm.  The text may contain passive voice, misspellings, 
grammatical errors, etc., and may not be in compliance with the Army Writing 
Style Program. 
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STUDENT HANDOUT 3 
 
Extract from FM 101-5, Staff Organization and Operations 
 
 
This Student 
Handout 
Contains 

 
This student handout contains two pages of extracted material from FM 101-
5, Staff Organization and Operations. 

(Reading/Study) Requirement Pages 
Staff Organization and Operations Cover Page 
Standing Operating Procedures H-8 

 
 Disclaimer:  The training developer downloaded this extract from 

http://155.217.58.58/atdls.htm.  The text may contain passive voice, 
misspellings, grammatical errors, etc., and may not be in compliance with the 
Army Writing Style Program. 
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an annex separately, give it a heading and title and in-
clude all final entries (acknowledgment instructions, the
commander’s signature, and so on).

Appendixes contain information necessary to expand
an annex, tabs expand appendixes, and enclosures ex-
pand tabs. An annex, an appendix, a tab, or an enclosure
may be a written text, a matrix, a trace, an overlay, an
overprinted map, a sketch, a plan, a graph, or a table.
Where appropriate, use the five-paragraph field order
format for these documents. The staff officer with re-
sponsibility for the activity or service covered in the an-
nex, appendix, tab, or enclosure prepares the document.

Annexes, appendixes, tabs, and enclosures are desig-
nated sequentially within their parent document, either al-
phabetically or numerically. They include a title in
parenthesis and always reference the parent document to
which they belong. Annexes are designated by capital let-
ters (Annex H (Signal) to Operation Order 6�52 Mech
Div), appendixes with Arabic numbers (Appendix 5
(Messenger Service) to Annex H (Signal) to Operation
Order 6�52d Mech Div), tabs with capital letters (Tab A
(Ground Messenger Service) to Appendix 5 (Messenger
Service) to Annex H (Signal) to Operation Order 6�52d
Mech Div), and enclosures with Arabic numbers (Enclo-
sure 1 (Route Map) to Tab A (Ground Messenger Service)
to Appendix 5 (Messenger Service) to Annex H (Signal)
to Operation Order 6�52d Mech Div).

Identify additions necessary for expanding enclosures
by repeating the procedures for tabs and enclosures. Use
double letters (AA) or hyphenated double numbers (1-1)
(for example, Enclosure 1-1 (***) to Tab AA (***) to En-
closure 1 (Route Map) to Tab A (Ground Messenger
Service) to Appendix 5 (Messenger Service) to Annex H
(Signal) to Operation Order 6�52d Mech Div).

Refer to annexes, appendixes, tabs, and enclosures in
the body of the parent document by letter or number and
title. Also list them at the bottom of the parent document
under the appropriate heading.

STANDING OPERATING

PROCEDURES

Standing operating procedures (SOP) detail how
forces will execute unit-specific techniques and proce-
dures that commanders standardize to enhance effec-
tiveness and flexibility. Commanders use SOP to
standardize routine or recurring actions not needing
their personal involvement. They develop SOP from
doctrinal sources, applicable portions of the higher

headquarters’ published procedures, the commander’s
guidance, and techniques and procedures developed
through experience. The SOP must be as complete as
possible so that new arrivals or newly attached units can
quickly become familiar with the unit’s normal routine.
In general, SOP apply until commanders change them to
meet altered conditions or practices. The benefits of
SOP include�

� Simplified, brief combat orders.

� Enhanced understanding and teamwork among
commanders, staffs, and troops.

� Established synchronized staff drills.

� Established abbreviated or accelerated decision-
making techniques.

The operations officer is responsible for preparing,
coordinating, authenticating, publishing, and distribut-
ing the command’s tactical and administrative SOP, with
input from other staff sections.

MATRIXES AND

TEMPLATES

A number of staff tools exist to support the com-
mander and his staff in the decision-making process and
the development of the order. Tools include the decision
support template (DST), synchronization matrix, and
execution matrix. However, matrixes and templates are
only tools; they are not orders.

The decision support template is created by the com-
mander and staff during the decision-making process. A
DST graphically represents the projected situation, iden-
tifying where a decision must be made to initiate a spe-
cific activity or event. It does not dictate decisions; it
indicates when and where the need for a decision is most
likely to occur.

The staff uses the operations map as the base. Before
the war gaming, the staff graphically portrays enemy
COAs on the situation templates. After the war game,
the staff combines projected enemy and friendly situa-
tions (developed during war gaming) with options (such
as branch plans) that the commander might employ onto
a DST. The DST is also keyed to the synchronization
matrix (developed during war gaming). It graphically
integrates�

� Time-phased lines (TPLs) and enemy events,
activities, and targets.
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STUDENT HANDOUT 1 
 

Advance Sheet for W422, Plans, Orders, Annexes 
 
Overview This 8 hour lesson covers the techniques, procedures, and formats that you  

must master in order to prepare and issue combat orders. 
 

 
TLO Terminal Learning Objective (TLO): 
 

Action: Prepare combat orders. 
Conditions: As a platoon sergeant/staff NCO in a company. battalion, 

or brigade level unit. 
Standards: Prepared combat orders IAW FM 101-5 and FM 71-2. 

 
ELO Enabling Learning Objectives (ELOs): 

 
A  Recognize the uses of the different types of combat orders. 
B  Prepare a warning order. 
C  Correct an operations order. 
D  Prepare an annex to an operations order. 
E  Prepare a fragmentary order. 

 
 
Student 
Assignment 

�� Study FM 101-5, App F and App H. 
�� Read FM 71-2, App B. 
�� Read FM 101-5, p 4-2 thru 4-5, 4-12, and 5-3 thru 5-27. 
�� Read Fm 71-2, Chapter 2, pages 2-14 through 2-22.  
�� Read Fm 101-5, Chapter 6, Appendix G. 
 

 
 
Additional 
Subject Area 
Resources 
 

FM 101-5-1, Operational Terms and Symbols 
 

 
 
Bring to Class �� All reference material received for this class. 

�� Writing material. 
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Student Handout 1 
 

 
 This student handout contains Advance Sheet. 
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STUDENT HANDOUT 1 
 

Advance Sheet  
 

 
Lesson Hours This lesson consists of one hour of small group instruction. 
 

 
Overview This lesson teaches you some of the most important aspects of training your 

subordinates in the medical threat and principles of preventive medicine measures.  
As noncommissioned officers, it is your responsibility to ensure that your soldiers 
remain healthy during field operations.  You can do this by recognizing and 
enforcing proper field hygiene and sanitation procedures. 
 

 
 
Learning 
Objective 

Terminal Learning Objective (TLO)  

Action: Implement organizational field sanitation. 
Conditions: As a platoon sergeant in a classroom environment. 
Standard: 
 

Implemented organizational field sanitation requirements IAW 
FM 21-10. 

 
 
 ELO A:  Review preventive medicine measures for heat injuries. 

ELO B:  Review preventive medicine measures for cold injuries. 
ELO C:  Review preventive medicine techniques against food and waterborne 
disease and illness. 
ELO D: Review preventive medicine techniques against noise hazards. 
ELO E: Review  preventive medicine measures for Toxic Chemicals (non-NBC). 
ELO F: Monitor soldiers’ personal hygiene and physical and mental fitness. 
 

 
 

Assignment The student assignments for this lesson are: 
 
• Read Student Handouts 1 and 2 

 
 

 
Additional 
Subject Area 
Resources  

None                                    

 
 

Bring to Class • All reference material 
• Pen or pencil  
• Writing paper 
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Student Handout 2 
 

 
 This student handout contains extract from FM 21-10. 
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CHAPTER 3 
 

LEADERS’PREVENTIVE MEDICINE MEASURES 
 

NOTE 
In addition to the specific measures that follow, leaders must remember and apply the principle 
that the most effective PMM they can apply is to visibly set the example in the use of all the 
individual PMM that are discussed throughout this FM. 
 

Section I. HEAT INJURIES 
 
PLAN FOR THE HEAT 
 

�� Maximize physical fitness and heat acclimatization before deployment. 
�� Use your FST to train individuals and their leaders in PMM against heat. 
�� Acclimatize personnel to high temperatures as gradually as the mission will allow. 
�� Brief service members on dangers of sunburn and skin rashes and the importance of good 

personal field hygiene. 
�� Obtain weather forecast for time/area of training/mission. 
�� Ensure adequate supplies of potable water are available (up to 3 gallons per day 

perservice member just for drinking) (See Table 3-1). Issue a second canteen to 
service members in hot weather operations. In the desert, additional canteens may 
be required. 

�� Know the location of water distribution points. 
�� Set up a buddy system to maximize rehydration and minimize heat injuries. 
�� Ensure medical support is available for treatment of heat injuries. 
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�� Plan the placement of leaders to observe for and react to heat injuries in dispersed 

training (road marches), or operational missions. 
�� If the mission permits, plan to— 
 

o Train during the cooler morning hours. 
 

o Serve heavy meals in the evening, rather than at noon. 
 
 

OBTAIN AND USE HEAT CONDITION INFORMATION 
�� Obtain heat condition information per your unitís SOP or contact the local supporting 

PVNTMED detachment or section. Heat condition may be reported as-- 
o Category: 1, 2, 3, 4, and/or 5. 
o Wet bulb globe temperature (WBGT) index. 

�� Use heat condition information to determine required water intake and work/rest 
cycles (Table 3-1). 

NOTE 
Training by lecture or demonstration, maintenance procedures on equipment, or personal 
hygiene activities (such as skin and foot care) can be performed during rest periods. 
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Table 3-1. Fluid Replacement Guidelines for Warm Weather Training 
(Applies to Average Acclimated Service Member Wearing Hot Weather Uniform) 
 

EASY WORK MODERATE 
WORK 

WORK HARD WORK HEAT 
CATEGORY 
 

WBGT 
INDEX 

DEGREES F WORK/
REST 
MIN 

WATER 
INTAKE 
QT/HR 

WORK/ 
REST 
MIN 

WATER 
INTAKE 
QT/HR 

WORK/
REST 
MIN 

WATER 
INTAKE 
QT/HR 

1 78-81.9 NL 1/2 NL 3/4 40/20 3/4 
2 

(GREEN) 
82-84.9 NL 1/2 50/10 3/4 30/30 1 

3 
(YELLOW) 

85-87.9 NL 3/4 40/20 3/4 30/30 1 

4 
(RED) 

88-89.9 NL 3/4 30/30 3/4 20/40 1 

5 
(BLACK) 

 >90 50/10 1 20/40 1 10/50 1 

 
The work/rest times and fluid replacement volumes will sustain performance and hydration for at 
least4 hours of work in the specified heat category. Individual water needs will vary ± 1/4 
quart/hour. 
NL= no limit to work time per hour. 
Rest means minimal physical activity (sitting or standing) accomplished in shade, if possible. 
CAUTION: Hourly fluid intake should not exceed 11/4 quarts. 
Daily fluid intake should not exceed 12 liters. 
Wearing body armor adds 5° F to WBGT Index. 
Wearing all MOPP overgarments adds 10° F to WBGT Index. 
 
 
Table 3-1. Fluid Replacement Guidelines for Warm Weather Training (Continued) 
(Applies to Average Acclimated Service Member Wearing Hot Weather Uniform) 
 

EASY WORK MODERATE WORK HARD WORD 
Weapon Maintenance Walking loose sand at 2.5 MPH, no 

load 
Walking hard surface at 3.5 MPH, 
> 40 lb load 

Walking hard surface at 2.5 MPH, 
< 30 lb load 

Walking hard surface at 3.5 MPH, 
< 40 lb load 

Walking loose sand at 2.5 MPH with 
load 

Guard duty Calisthenics Field assaults 
Marksmanship Training  Patrolling  
Drill and Ceremony Individual movement Techniques, 

such as low crawl, high crawl 
 

 Defensive position construction  
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WARNING 
Hourly fluid intake should not exceed 11/4 quarts. Daily fluid 

intake should not exceed 12 liters. 
 

 
 
ENFORCE INDIVIDUAL PREVENTIVE MEDICINE MEASURES 
 
Leaders must— 
 

�� Enforce water intake by— 
 

o Observing service members drinking required amounts. Encourage frequent 
drinking of water in small amounts. 

o Ensuring that service members practice good field hygiene. 
o Providing cool water; if desired, you can add flavoring after disinfection to 

enhance consumption. Personnel should use their canteen cup for consumption 
of flavored water. DO NOT add flavoring to canteen water; use only plain 
water in canteen. 

o Ensuring troops drink water before starting any hard work or mission (in the 
morning, with/after meals). 

o Ensuring buddy system is being used. 
o Frequently checking service members canteens for water; not beverages. 

 
�� Making sure service members have adequate time to eat and drink as 

mission permits. Permit personnel to consume carbohydrate/electrolyte 
beverages (sportsdrinks) as supplemental nutrients under conditions of 
extreme calorie and water requirements; such as extremely vigorous 
activities. 

 
Reduce heat injuries by— 
 

�� Enforcing work/rest cycles when the mission permits. Permitting personnel towork/rest in 
the shade, if possible. 

�� Encouraging service members to eat all meals for needed salts. 
�� Adjusting workload to size of individuals, when possible. 
�� Be prepared for heat casualties and decreased performance when water and 
�� work/rest cycle recommendations cannot be met. 
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MODIFY WEAR OF THE UNIFORM 
Direct/authorize service members to— 
 

�� Keep skin covered while in sun. 
�� Keep uniform loose at neck, wrists, and lower legs (unblouse pants). 

 
NOTE 

If the medical threat from biting arthropods is high, keep sleeves rolled 
                         down and pants bloused in boots. 
 
IDENTIFY SPECIAL CONSIDERATIONS 
 
Identify and modify training/physical activity for service members with high-risk conditions 
of heat injuries, such as— 
 

�� Diseases/injuries, especially fevers, vomiting, diarrhea, heat rash, or sunburn. 
�� Use of alcohol within the last 24 hours. 
�� Overweight/unfit. 
�� Over 40 years old. 
�� Fatigue/lack of sleep. 
�� Taking medication (especially for high blood pressure, colds, or diarrhea). 
�� Previous heatstroke/severe heat exhaustion. 
�� Lack of recent experience in a hot environment. 

 
Section II. COLD INJURIES 

PLAN FOR THE COLD 
�� Use your FST to train individuals and their leaders in PMM against cold. 
�� Obtain weather forecast for time/area of training/mission. 
�� Ensure the following are available as the tactical situation permits: 
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�� Covered vehicles for troop transport, if tactical situation permits. 
�� Cold weather clothing. 
�� Laundry services. 
�� Warming tents/areas. 
�� Hot rations/hot beverages. 
�� Drinking water. 

 
�� Inspect service members (before starting training/mission) to ensure— 

�� Availability, proper fit, and wear of cold weather gear. 
�� Clean, dry, proper-fitting clothing. 
�� Each service member has several pairs of socks, depending on the nature and 
�� duration of the mission. 

 
�� Frequently rotate guards or other service members performing inactive duties. 
�� Ensure medical support is available for treatment should cold weather injuries occur. 
 
DETERMINE AND USE WINDCHILL FACTOR 
 
�� Obtain temperature and wind speed information as directed by your unitís SOP or 
�� contact the local supporting PVNTMED detachment or section. 
�� Calculate windchill from Table 3-2. 
 

NOTE 
Cold injuries can and do occur in nonfreezing temperatures. Hypothermia 
can occur in mildly cool weather. 
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Table 3-3 Windchill Categories (See windchill Table) 
Work Intensity Little Danger Increased Danger Great Danger 

High 
Digging foxhole, 
running, marching 
with rucksack, 
making or 
breaking bivouac 

Individuals or small units 
leaders, black gloves, 
optional, mandatory, below 0 
degrees F, increase hydration 

Increase surveillance by extreme 
cold weather system or 
equivalent; mitten with liners, 
no facial camouflage; exposed 
skin covered and kept dry, rest 
in warm dry sheltered area; cold 
weather, vapor barriers boots 
below o degrees F 

Postpone nonessential 
activity, essential tasks 
only with less than 15 
minutes exposure cover all 
skin 

Low 
Walking, 
marching with 
rucksack, Drill 
and Ceremony 

Increase surveillance, cover 
exposed flesh, when possible, 
mittens with liners and no 
facial camouflage below 10 
degrees F, full head cover 
below 5 degrees F, keep skin 
dry, especially aground nose 
and mouth 

Restrict nonessential activity, 
30-40 minutes work cycles with 
frequent supervisory 
surveillance for essential tasks 
(See above) 

Cancel outdoor activity, if 
possible 

Sedentary 
Sentry duty, 
eating, resting, 
sleeping, clerical 
work 

See above, full head and no 
facial camouflage below 10 
degrees F, cold weather, 
vapor barriers boots below o 
degrees F, shorten duty 
cycles: provide warning 

Postpone nonessential activity, 
15-20 work cycles for essential 
tasks, work groups of no less 
than 2 personnel, no exposed 
skin 

Cancel outdoor activity, if 
possible 

 

Table  3-2.  Windchill Chart 

ESTIMATED 
WIND 

SPEED  
(IN MPH) 

(WIND SPEEDS 
GREATER THAN 

40 MPH HAVE 
LITTLE 

ADDITIONAL 
EFFECT.) 

CALM
5

10
15
20
25
30
35
40

50
48
40
36
32
30
28
27
26

40
37
28
22
18
16
13
11
10

30
27
16
9
4
0

-2
-4
-6

20
16
4

-5
-10
-15
-18
-20
-21

10
6

-9
-18
-25
-29
-33
-35
-37

0
-5

-24
-32
-39
-44
-48
-51
-53

-10
-15
-33
-45
-53
-59
-63
-67
-69

-20
-26
-46
-58
-67
-74
-79
-82
-85

-30
-36
-58
-72
-82
-88
-94
-98

-100

-40
-47
-70
-85
-96

-104
-109
-113
-116

-50
-57
-83
-99

-110
-118
-125
-129
-132

-60
-68
-95

-112
-121
-133
-140
-145
-148

LITTLE DANGER IN LESS THAN ONE HOUR WITH 
DRY SKIN. MAXIMUM DANGER OF FALSE SENSE 
OF SECURITY. 

INCREASING DANGER DANGER 
FROM FREEZING OF EXPSOED 
FLESH WITHIN ONE MINUTE. 

GREAT DANGER 
FLESH MAY PREEZE 
WITHIN 30 SECONDS 

NOTE:  1.  TRENCH FOOT AND IMERSION FOOT MAY OCCUR AT ANY POINT ON THE CHART. 
             2.  F = 9/5 C + 32 

EQUIVALENT CHILL TEMPERATURE (oF) 

ACTUAL TEMPERATURE READING (oF) 
50  40  30  20  10  0    -10     - -30 -40   - -60 
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These guidelines are generalized for worldwide use. Commanders of units with extensive 
extreme cold weather training and specialized equipment may opt to use less conservative 
guidelines. 
 

�� Then use Table 3-4 to apply PMM guidance: 
 

Table 3-4. Windchill Preventive Medicine Measures 
 
 
WINDCHILL 
 

 
PREVENTIVE MEDICINE MEASURES 

 
30° F AND BELOW 

 
ALERT PERSONNEL TO THE POTENTIAL FOR COLD INJURIES. 
 

 
25° F AND BELOW 

 
LEADERS INSPECT PERSONNEL FOR WEAR OF COLD WEATHER CLOTHING. 
PROVIDE WARM-UP TENTS/AREAS/HOT BEVERAGES. 
 

 
0° F AND BELOW 

 
LEADERS INSPECT PERSONNEL FOR COLD INJURIES. INCREASE THE FREQUENCY 
OF GUARD ROTATIONS TO WARMING AREAS. DISCOURAGE SMOKING. 
 

-10° F AND BELOW INITIATE THE BUDDY SYSTEMóHAVE PERSONNEL CHECK EACH OTHER FOR COLD 
INJURIES. 
 

-20° F AND BELOW MODIFY OR CURTAIL ALL BUT MISSION-ESSENTIAL FIELD OPERATIONS. 
 

 
�� The windchill index gives the equivalent temperature of the cooling power of wind 

on exposed flesh. 
 
 

�� Any movement of air has the same effect as wind (running, riding in open 
�� vehicles, or helicopter downwash). 
�� Any dry clothing (mittens, scarves, masks) or material which reduces wind 
�� exposure will help protect the covered skin. 

 
�� Trench foot injuries can occur at any point on the windchill chart and— 

 
�� Are much more likely to occur than frostbite at “LITTLE DANGER” windchill 

temperatures, especially on extended exercises/missions and/or in wet 
environments. 

�� Can lead to permanent disability, just like frostbite. 
 
IDENTIFY SPECIAL CONSIDERATIONS 
 

�� Conditions that place service members at high risk of cold injuries include— 
 

�� Previous trench foot or frostbite. 
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�� Fatigue. 
�� Use of alcohol. 
�� Significant injuries. 
�� Poor nutrition. 
�� Use of medications that cause drowsiness. 
�� Little previous experience in cold weather. 
�� Immobilized or subject to greatly reduced activity. 
�� Service members wearing wet clothing. 
�� Sleep deprivation. 

 
Identify the special hazards of carbon monoxide poisoning and fire that may affect 
your cold weather operations. 
 
ENFORCE INDIVIDUAL PREVENTIVE MEDICINE MEASURES 
 
�� Ensure service members wear clean and dry uniforms in loose layers. 
 
�� Ensure service members remove outer layer(s) before starting hard work or when in 

heated areas (before sweating). 
�� Have service members inspect their socks and feet at least daily when operating in 

cold and/or wet environments. 
 
�� Ensure service members to— 
 

�� Wash their feet daily. 
�� Wear clean and dry socks. 
�� Use warming areas when available. 
�� Eat all meals to ensure sufficient calories are consumed to maintain body heat. 
�� Drink plenty of water and/or nonalcoholic fluids. In cold weather, fluid intake 

is often neglected, leading to dehydration. 
�� Exercise their big muscles or at least their toes, feet, fingers, and hands to keep 
warm. 
 

�� Institute the buddy system in cold weather operations. Service members taking care 
of each other decrease cold injuries. 
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Section III. ARTHROPODS AND OTHER ANIMALS 
                                    OF MEDICAL IMPORTANCE 
 
PLAN FOR THE ARTHROPOD, RODENT, AND OTHER ANIMAL THREAT 
 
�� Obtain information on biting and stinging arthropods and other animals (such as 
snakes, domestic and wild animals, or birds) which could be a threat— 
 

�� Through unit medical channels from the command PVNTMED representative. 
 

�� From the health service support (HSS) annex to operation plan/order. 
 
�� Use your FST— 
 

��Train your service members in PMM. 
��Control insects and other medically important arthropods in your AO. 
��Control rodents and other medically important animals in your AO. 
��Remind service members to avoid handling insects, arthropods, snakes, and 
�� other animals to prevent bites or injury. Animals that appear to be healthy may 
�� transmit rabies and other zoonotic diseases. 
�� Keep personnel from eating in sleeping/work areas; prevent attracting insects, 
�� rodents, and other animals. 
�� Animal mascots should not be kept or maintained unless cleared by veterinary 
�� personnel. 
 

�� Ensure that— 
 
�� Each service member has a bed net in good repair and treated with permethrin 
�� repellent. 
�� Immunizations are current. Prophylaxis (for example, anti-malaria tablets) is 
�� available for issue as required. 
�� Laundry and bathing facilities are available. 
�� Field sanitation team supplies and equipment are available and can be replenished. 

�� Request assistance from a PVNTMED unit (through medical or command channels) 
when control of biting arthropods, rodents, or other animals is beyond the capabilities 
of your unit. 

 
ENFORCE INDIVIDUAL PREVENTIVE MEDICINE MEASURES 
 
�� Ensure all uniforms are impregnated with permethrin before field training or deployment. 
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�� Ensure each service member has DOD skin (DEET) and clothing (permethrin) 
insect repellent and uses them. However, cooks, other food handlers, and kitchen 
police personnel must not use repellent on their hands when preparing and serving 
food, or when cleaning food service utensils, dishes, and food serving areas. 

 
�� Direct service members to keep— 
 

�� Shirts buttoned. 
�� Sleeves rolled down. 
�� Pants bloused inside boots. 

 
Ensure service member— 
 

�� Bathe/shower regularly (field expedients will do); a field shower or bath with a 
�� clean change of uniform should be accomplished once each week to control 
�� body lice. 

 
�� Discontinue the use of aftershave lotions, colognes, perfumes, and scented soaps; 
�� they attract insects. 

 
�� Use permethrin treated bed nets and the DOD-approved aerosol insect 
�� (Insecticide, d-Phenothrin, 2%, Aerosol, NSN 6840-01-412-4634); spray inside 
�� the net if necessary. 

 
 
�� Observe service members taking anti-malaria pills or other prophylaxis (when 

prescribed by the medics). 
 

�� Use your FST to identify suspected lice infestations and refer for medical treatment. 
 

MINIMIZE EXPOSURE TO ARTHROPOD, RODENT, AND ANIMAL THREAT 
 
If the mission permits— 
 
�� Use your FST to assist you in selecting bivouac sites. 
�� Occupy areas distant from insect/arthropod breeding areas such as natural bodies 

of water. 
�� Avoid areas with high grass or dense vegetation. 
�� Use FST recommendations and assistance in applying pesticides for area control 

around living areas and in natural bodies of water. 
�� Drain or fill in temporary standing water sites in occupied area (empty cans, 
used tires, or wheel ruts after rains). 
�� Clear vegetation in and around occupied area. 
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�� Maintain area sanitation by enforcing good sanitation practices. 
�� Properly dispose of all waste. 
�� Protect all food supplies. 
�� Police area regularly. 
�� Exclude pests (rats, mice, lice, and flies). 

 
NOTE 

See Appendix A for performance of tasks relating to PMM against arthropods and rodents. 
 

Section IV. POISONOUS PLANTS AND TOXIC FRUITS 
 
�� Obtain information on poisonous plants and toxic fruits that could be a threató 

�� Through unit medical channels from the command PVNTMED representative. 
�� From the HSS annex to operation plan/order. 

 
�� Use your FST to— 

�� Train your service members in PMM. 
�� Display and provide information on the kinds of dangerous plants and fruits in 
�� the unit area. 

 
Enforce individual PMM by— 
 
�� Proper wearing of the uniform. 
�� Avoidance of poisonous plants where possible. 
�� Avoidance of consuming potentially dangerous vegetation and fruits. 
�� Avoidance of putting grasses and twigs in the mouth. 
 

Section V. FOOD-/WATER-/WASTEBORNE DISEASE/ILLNESS 
 

PLAN FOR SAFE WATER 
 
�� Know the location of approved water distribution points. 
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�� Make sure your unit has an adequate supply ofó 
�� Iodine water purification tablets (1 bottle for each individual). 
�� Field chlorination kits. 
�� Bulk chlorine. 
�� Chlor-FlocÆ kits. 

 
�� Ensure water trailers and tankers (400 gallon and above) are inspected by 
      PVNTMED personnel semiannually. 
�� Inspect water containers before use. 
�� Check the residual chlorine of bulk water supplies (5-gallon cans, water pillows, water 
       trailer) before drinking and at least daily thereafter. (See Tasks 7 and 8, Appendix A.) 
 
PLAN FOR SAFE FOOD 
 
�� Ensure food service personnel maintain foods at safe temperatures. 
�� Inspect food service personnel daily and refer for medical evaluation those with 
      illness and/or skin infections. 
 
�� Make sure foods, drinks, and ice purchased from civilian vendors are approved by 

the command medical authority. 
�� Supervise the use of the mess kit laundry/sanitation center. 
�� Ensure food service personnel and service members use handwashing devices. 
�� Ensure all food waste is transported to an approved disposal site, buried, or burned 

daily (at least 30 meters from food preparation area and water source). 
 
 
PLAN FOR THE CONSTRUCTION AND MAINTENANCE OF FIELD SANITATION 
DEVICES 
�� Determine type of field waste disposal devices required. 
 

�� The primary type of human waste disposal devices in bivouac areas are the 
            chemical toilets. Individual waste collection bags are the primary type used 
            when on the march. 

�� The type of improvised waste disposal used will depend on the mission, length 
            of stay in the area, terrain, and weather conditions. When chemical toilets are 
            not available, the burn-out latrine is the preferred improvised waste disposal 
           device. 
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NOTE 
Always check local, state, federal, or host-nation regulations for restrictions 

                 or prohibitions on using standard or improvised field devices and waste 
                 disposal in the field. 
 
�� Select locations for field latrines. 

�� As far from food operations as possible (100 meters or more). Downwind and 
down slope, if possible. 

�� Down slope from wells, springs, streams, and other water sources (30 meters or 
more). 

 
Set up, construct, and maintain latrines (see Task 9, Appendix A, for requirements). 
 

�� As soon as the unit moves into a new area, detail service members to set up 
chemical toilets or dig latrines. (See previous NOTE.) 

�� Detail service members to clean latrines daily. 
�� Instruct the FST to spray the latrines with insecticide as necessary (not the pit 

contents). 
�� Always provide handwashing facilities at the food service facilities and the 

latrines. Make use of handwashing devices at latrines mandatory. 
�� Cover, transport, burn, or bury waste daily. 
�� Use the FST to train service members and unit leaders in PMM against food-/ 

water-/wasteborne diseases. 
 

NOTE 
See Appendix A for performance of tasks relating to PMM against food-/ 
water-/wasteborne diseases. 
 

Section VI. PERSONAL HYGIENE AND PHYSICAL 
AND MENTAL FITNESS 

 
KEEP YOUR UNIT PHYSICALLY FIT 
 
�� Ensure that leaders at all levels recognize the benefits of physical fitness. Leaders 

must be role models, leading by example. 
�� Take a positive approach to physical fitness with service members. A physically fit 

service member is less likely to be a combat loss from disease or injury. 
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NOTE 

See FM 21-20 for more information. 
 
PLAN FOR PERSONAL HYGIENE 
 
�� Provide shower/bathing facilities in the field. All personnel must bathe at least once 
      a week and have a clean change of clothing to reduce the health hazard associated 
      with body lice. 
�� Inspect service members’ personal equipment to ensure they have sufficient personal 
      hygiene supplies—soap, washcloths, towels, a toothbrush, dental floss, fluoride 
      toothpaste, and razor and razor blades (females should have sanitary napkins or 
      tampons). 

�� Ensure undergarments are cotton (not silk, nylon, or polyester). 
�� Ensure uniforms fit properly (not tight). 
�� Ensure service members have several pairs of issue boot socks; the number will 
�� depend on the type and length of the mission. 

 
�� Use your FST to train your service members in personal hygiene. 
 
�� Ensure service members receive annual dental examinations and needed oral health 
    care. Make sure all oral health appointments are kept. Use low operational 
    requirement periods to ensure all personnel maintain a good oral health status. 
 
ENFORCE SLEEP DISCIPLINE 
 
�� The mission, unit readiness, and individual security must come first, but never miss 
    a chance to give everyone in the unit time to sleep. 
 
�� When feasible, set work/rest shifts. 
 
�� Do not allow service members to sleep in areas where they may be run over by 
      vehicles, or in other unsafe areas. 
 
�� During continuous operations, set shifts and rotate jobs to allow everyone at least 3 
      to 4 hours uninterrupted sleep per 24-hour period. 
 
�� During brief (up to 48 hours) sustained operations when shifts are impossible, rotate 
      jobs so all individuals catnap as safely and comfortably as possible. The loss of 
      sleep will reduce the service member’s ability to perform his duties and the leader’s 
      ability to make decisions. 
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NOTE 
Ensure that sleeping individuals observe safety precautions. Use ground 

                     guides for vehicles in bivouac areas. 
 
ENFORCE PREVENTIVE MEDICINE MEASURES FOR THE EFFECTS OF 
SLEEP LOSS 
 
�� Those individuals with the most complex mental or decision-making jobs need the 
     most sleep. This means you and your most critical leaders and operators! 
�� Cross train individuals to perform the critical tasks and delegate limited authority 
      among leaders, thus enabling all to get necessary rest. 
 
ENSURE WELFARE, SAFETY, AND HEALTH OF UNIT 
 
�� Ensure the best and safest water, food, equipment, shelter, sanitation, and sleep 
     possible are provided. 
�� Educate service members to maintain professional pride and personal caring for 
     themselves, each other, and their equipment. 
�� Know the personal backgrounds and the military skills of your service members. 
    Chat with them informally about themselves. Be attentive and understanding while 
     listening to service members. 
�� Utilize group support and counsel for service members with home front problems. 
�� Assign jobs to maintain a balance between having qualified people in key positions 
     while sharing the load, hardship, and risks fairly. 
�� Use challenging and difficult environments during training to increase your own and 
     the unitís coping skills and confidence. 
 
REDUCE UNCERTAINTY BY KEEPING EVERYONE INFORMED 
 
�� Brief unit personnel on the situation, objectives, and conditions that the mission or 
    environment may involve. 
�� Explain reasons for hardships, delays, and changes. 
�� Do not give false reassurances. Prepare your service members for the worst and put 
     any unexpected challenges or reversals in a positive perspective. 
�� Deal with rumors firmly and honestly. Prevent the spread of rumors. 
�� Make contingency plans and follow SOP to reduce the effects of surprise. 



SH-2-18 

PROMOTE COHESION WITHIN THE UNIT 
 
�� Use equipment drills, physical fitness training, team sports, and field stress training 
      to stimulate mutual reliance and closeness. 
�� Bring unit members together for meals, award ceremonies, and other special occasions. 
�� Integrate new members by assigning sponsors and ensuring rapid familiarization. 
 
IMPART UNIT PRIDE 
 
�� Educate service members in the history and tradition of the small unit, its parent 
      units, and the branch of Service. 
�� Honor the historical examples of initiative, endurance, and resilience, of overcoming 
      heavy odds, and of self-sacrifice. 
 

Section VII. NOISE 
PLAN FOR NOISE 
 
�� Identify existing noise in your unit. If necessary, request PVNTMED assistance in 
      identifying sources. 
�� Ensure that hearing conservation is part of the unit SOP. 
�� Ensure all service members are medically fitted for hearing protectors and are 
      issued multiple sets. 
�� Ensure all service members have annual hearing test/screening. 
�� Control noise sources. 

�� Isolate by distance; that is, keep troops away from noise, if possible. 
�� Isolate by barrier; for example, use sandbags. 
�� Use organic equipment controls; for example, keep mufflers and engine covers 
�� in good repair. 

�� Train unit to do mission while wearing hearing protectors. 
�� Post Noise Hazard signs in noise hazardous areas and on noise hazardous equipment. 
 
ENFORCE INDIVIDUAL PROTECTIVE MEASURES 
 
Ensure that service members— 
 
�� Wear earplugs or other hearing protective devices. 



SH-2-19 

�� Do not remove inserts from aircraft or tracked vehicle helmets. 
�� Avoid unnecessary exposure. 
�� Limit necessary exposure to short, infrequent, mission-essential times. 
�� Clean their hearing protectors. 
 
PROTECT MISSION 
 
�� Be aware of short-term noise effects on the service member’s ability to hear combat 
      significant noise. 
�� Assign listening post (LP)/observation post (OP) to troops least affected by 
      noise,augment LP/OP with night vision devices and/or increase the number of 
      audible alarms around your position. 

 
Section VIII. TOXIC INDUSTRIAL CHEMICALS/MATERIALS 

 
PLAN FOR CHEMICALS 
 
�� Identify sources of toxic industrial chemicals/materials in your unit. If necessary, 
      request PVNTMED assistance in identifying sources. 
�� Obtain safer chemicals for unit operations, if available. 
�� Observe cautions/warnings posted in technical manuals dealing with solvents 
      corrosives, and other hazardous materials. (Refer to MSDS that accompany stores 
      of toxic chemicals/materials.) 
 
ENFORCE INDIVIDUAL PREVENTIVE MEDICINE MEASURES 
 
Ensure that service members— 
 
�� Repair engines outside or vent engine exhaust to outside. 
�� Keep their sleeping quarters ventilated. 
�� Do not use vehicle engines as heaters. 
�� Use/maintain onboard ventilation systems. 
�� Are trained and drilled to self-protect themselves around hydrogen chloride and M8 
      smoke. 
�� Maintain bore/gun gas evacuation systems. 
�� Use “safety” Stoddard solvent. 
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�� Have adequate clean gloves, coveralls, and other protective gear. 
�� Follow label instructions on chemical containers. 
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Student Handout 1 
 
This student handout contains Advance Sheet. 
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Student Handout 1 
 

Advance Sheet 
 
 
Lesson Hours 

 
This lesson consists of two hours of small group instruction. 
 

 
Overview 

 
You as a leader will have to prepare your soldiers for the threats of NBC attacks on 
the modern battlefield. This lesson will show you how to be successful in 
supervising the preparation of the platoon, emplacement of chemical agent alarm, 
and the implementation of MOPP for Nuclear, Biological, and Chemical (NBC) 
attacks. 
 

 
Learning 
Objective 

 
Terminal Learning Objective (TLO) 

 Action: Implement procedures for a platoon to operate in a Nuclear, 
Biological, and Chemical (NBC) environment. 

 Conditions: As a platoon sergeant in a classroom environment, given FM 3-
20.98 (SH-2), with embedded Chemical School handouts. 

 Standard: Implemented the procedures necessary for a platoon to operate in 
an NBC environment by: 
 

• Describing NBC contamination avoidance procedures. 
• Identifying NBC protection procedures. 
• Identifying NBC decontamination procedures. 

 
IAW FM 3-20.98 (SH-2) with embedded Chemical School handouts. 
 

   
ELOs ELO A   Describe NBC contamination avoidance procedures. 

ELO B   Identify NBC protection procedures. 
ELO C   Identify NBC decontamination procedures. 
 

 
Study 
Assignments 

 
The student assignment for this lesson is: 
 
Read Student Handouts 1 and 2. 
 

 
Additional 
Subject Area 
Resources 

 
None 

 
Bring to Class 

 
• Pen or pencil and writing paper. 
• All reference material received for this lesson. 
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Student Handout 2 
 
This handout contains information extracted from FM 3-90.98, Appendix C.  Embedded in the 
handout are three handouts from the chemical school (Passive voice may occur within the 
handouts). 
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Appendix C 

Nuclear, Biological, and Chemical Operations 
 

Military planners recognize that 
enemies of the United States have 
learned many lessons in the years 
since the Gulf War deployment. 
Rogue nations or insurgent 
elements, for example, may 
attempt to use the media to create 
psychological leverage to sway 
public opinion and create public 
discontent. At the same time, they 
may support such information 
oriented efforts with nontraditional 
forms of combat, such as NBC 
operations. The ultimate goal may 
be to break up an alliance or 
neutralize the commitment of an 
international coalition to a 
particular region. Such factors, 
coupled with US involvement in 
worldwide operational or support 
contingencies, increase the 
probability that U.S. forces will 
encounter asymmetrical threats, 
including NBC situations. 
To accomplish missions on 
contaminated battlefields, 
reconnaissance platoons must 
take precautions to avoid or 
minimize the effects of NBC 
hazards. Properly executed, the 
defensive measures in this 
appendix will help the platoon to 
survive, fight, and win. 

 

CONTENTS 
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       Hazards ............................................................................ 
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INTRODUCTION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
MAINTAIN 
DISCIPLINE 
 
 
 
 
 
 
 
SEEK 
PROTECTION 
 

C-24. Avoiding contamination, the most important principle of NBC 
defense, requires the ability to recognize the presence or absence of NBC 
hazards in the air and on water, land, personnel, equipment, and 
facilities. If an NBC hazard cannot be avoided, the reconnaissance 
platoon must be prepared to protect personnel and equipment from the 
effects of exposure. 
 
C-25. Contamination avoidance is absolutely critical to the success of 
the reconnaissance platoon. The platoon should constantly analyze its 
vulnerability to NBC attack and take appropriate actions. This discussion 
focuses on four measures the platoon can take for contamination 
avoidance: 

• Employ active defensive measures. 
• Employ passive defensive measures. 
• Locate, identify, track, and predict contamination. 
• Warn and report. 
 

C-31. Discipline is a must if the platoon is to survive and overcome the 
shock of an NBC attack. Soldiers must be physically and mentally capable 
of functioning in an NBC environment for extended periods. MOPP 
acclimation training is essential to developing stamina, teamwork, 
confidence, trust, and reliability for soldiers and the platoon leadership. 
Risk assessment and rest cycle management must become fundamental 
disciplines during mission planning. 
 
C-32. When the platoon is mobile, natural cover may provide some 
shelter from chemical agents; however, the platoon must be aware of 
lowlying 
areas such as ditches, valleys, depressions, and ravines. Like fog, 
chemical agents are frequently released early in the morning and late in 
the afternoon, when they are likely to linger for longer periods. When the 
platoon is in the defense or is halted, leaders should remember that 
heavily wooded areas provide limited protection from liquid agents. At 
the same time, however, some semipersistent agents, uninhibited by 
climatic conditions, may prove more lasting, with toxic vapors lingering 
for unpredictable periods. MOPP gear, overhead cover, and mounted 
operations afford the best, most reliable protection. 
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DISPERSE 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
COVER SUPPLIES 
AND EQUIPMENT 
 
 
 
 
 
 
 
 
 
CONDUCT 
PREMOVEMENT 
COMBAT 
ACTIONS 

C-33. Effective dispersion should reduce the platoon’s vulnerability 
without compromising the tactical mission. Leaders must understand the 
advantages of dispersing combat forces, as well as equipment and critical 
classes of supply, when the threat of NBC attack is high. In such a 
situation, using dispersion to create multiple targets increases platoon 
survivability and sustainability and presents a more formidable challenge 
for the threat. Conversely, the disadvantages of dispersing the platoon 
must be weighed against the risk of NBC attack. Extended distances may 
have a detrimental impact on the conduct of C4ISR, on treatment and 
handling of conventional and NBC casualties, and on logistics operations, 
including necessary decontamination operations. Reconnaissance platoon 
leaders must know how to use METT-TC to develop an effective 
dispersion plan. 
 
C-35. If an NBC attack is imminent, the platoon should cover its 
supplies and equipment to avoid contamination. This is especially critical  
when the platoon is in the defense. Tarpaulins and plastic sheeting can be 
used, as well as field expedient items such as canvas and cardboard. 
Leaders should remember that expedient NBC protective covers provide 
protection but must be monitored closely because contamination will seep 
through covers over time. After exposure to heavy contamination, covers 
should be replaced as soon as possible, ideally within one hour after 
contamination. 
 
C-36. Actions taken by the platoon before departing for a mission 
include premovement/precombat inspections, evaluation of the potential 
for an NBC attack, and identification of mitigation techniques (such as 
cover, close, seal) that may be required Leaders must determine what 
items cannot be decontaminated and then take steps to guard or protect 
them (as well as platoon personnel) from accidental exposure. Measures 
that the platoon (or attached elements) should take before crossing or 
operating in an NBC environment include the following: 

• Update the COP and/or FBCB2 to reflect the tactical situation 
            and identify NBC hazards. 

• Select the most favorable route(s) using principles of 
            contamination avoidance. 

• Notify higher headquarters of the platoon plan. Include 
            checkpoints and halt positions. 

• Rehearse passage of lines and coordination procedures, to 
            include communications frequencies, call signs, and 
            passwords. 

• Conduct inventory and PMCS activities for NBC sensors and 
            detection equipment. 

• Apply NBC detection tape (M9 paper) so that it can be 
            observed by vehicle occupants and/or dismounted soldiers. 
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CONDUCT 
PREMOVEMENT 
COMBAT ACTIONS, 
cont 

• Remove gear, supplies, and equipment affixed to the vehicle 
            exterior. Secure them inside or leave them at the base camp. 
            Chemical protective covers may be used to retard hazards or 
            to improve the chance that items can be effectively 
            decontaminated. 

• Install and test NBC detectors and sensors. 
• Rehearse the designated crossing technique or method. 
• Rehearse casualty treatment and evacuation plans. 
• Rehearse techniques and procedures of the NBC warning and 

            reporting system (NBCWRS). 
• Conduct risk assessment and MOPP analysis. 
• Upgrade to the appropriate MOPP level to prevent troop 

            exposure. (NOTE: Overpressurized vehicles may require a 
            lower level of protection.) 

• Secure hatches and doors before entering or crossing the 
            contaminated area. 
 

The best defense against a nuclear attack is to dig in. Unit defensive positions, which vary from individual 
foxholes to improved positions, should be prepared whenever the tactical situation permits. 

Scouts should keep their individual weapons, equipment, clothing, and other issue items in their vehicles. 
Equipment must be secured because the blast wave will convert unsecured items into lethal missiles. 
Supplies, explosives, and flammable materials should be dispersed and protected. 

Reverse slopes of hills and mountains give some nuclear protection. The initial radiation and the 
heat and light from the fireball of a nuclear blast tend to be absorbed by hills and mountains. Use 
of gullies, ravines, ditches, natural depressions, fallen trees, and caves can reduce nuclear 
casualties. 

STUDENT HANDOUT  

Chemical School Handout 1) 

PREPARE A UNIT FOR A NUCLEAR ATTACK 

A. Individual Protection 

1. Ensure personnel are sheltered in well-constructed fighting positions with overhead cover, 
bunkers, or armored vehicles. 

2. Ensure personnel cover all exposed skin. 

a. Roll down sleeves and button collars. 

b. A handkerchief or similar cloth may be worn over the nose and mouth to prevent inhalation of 
contaminated dust. 

B. Position 

1. Ensure terrain is used effectively to minimize effects of attack. 

a. Hills and mountains—Reverse slopes of hills and mountains give some nuclear protection.  
Heat and light from the fireball of a nuclear blast and the initial radiation tend to be absorbed 
by hills and mountains and what is not absorbed is deflected above the soldiers due to the 
slope. 

b. Depressions and gullies—The use of gullies, ravines, ditches, natural depressions, fallen 
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trees, and caves can reduce nuclear causalities; however, predicting the actual point of an 
attack is almost impossible. 

c. Below ground areas—The best protection remains an area below ground with some sort of 
overhead cover. 

2. The primary concern regarding position protection should be shielding from gamma and neutron 
radiation. 

a. Gamma radiation protection requires thick layers of dense or heavy shielding material such 
as lead, iron, or stone. 

b. Through absorption, light, hydrogen-based material gives good neutron radiation protection.  
Examples are water, paraffin, and oil. 

c.    Generally, the thicker the layers of each type of shielding material, the better the overall            
       radiation protection. 

C. Ensure the type of available shelter provide the best protection from weapon’s effects. 

a. Foxholes—Earth is a good shielding material and therefore digging in provides the best 
nuclear defense.  A well-constructed fighting position gives excellent protection against initial 
nuclear effects and can reduce residual radiation.  Foxholes/fighting positions should be 
hardened against the blast wave as time permits.  Lining the fighting positions not only 
reduces the size of the opening, it can significantly increase survivability. 
• A smaller fighting position opening provides better protection as it reduces the amount of 

gamma radiation entering. 
• A deep fighting position gives more radiation protection than a shallow one by placing a 

greater thickness of shielding material between the occupant(s) and the nuclear 
detonation. 

• Thermal radiation can reach soldiers in fighting positions by line-of-sight exposure or by 
reflection off the sides.  Use dark, rough materials (e.g., wool or canvas) to cover 
potential reflecting surfaces and as protective cover for soldiers and equipment. 

 
CAUTION: Thermal exposure may still burn or char wool or canvas so direct contact with them should 

be avoided. 

b.   Field-expedient overhead cover—Overhead covering of earth or other material reduces 
exposure to thermal and initial nuclear radiation and fallout.  In addition, it helps prevent 
collapse and provides missile protection. 

CAUTION: Do not use ponchos or other rubber or plastic materials alone as fighting position covers as 
they may melt and cause burns. 

WARNING: Poorly constructed overhead cover is dangerous.  The cover must be strong enough to 
withstand the blast wave 
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• Some examples of good field-expedient overhead cover include: 
− U-shaped metal pickets 
− Timbers 
− Certain fabrics and overlaying them with sandbags or earth 
− Ammunition boxes filled with earth 

• Remember the following when constructing effective overhead cover: 
− Choose dense covering materials 
− Cover in depth 
− Provide strong supports 
− Cover as much of the opening as possible 

Vehicles provide expedient overhead cover as well; and heavy armored vehicles are better 
than wheeled vehicles.  Simply driving a vehicle over the top of a fighting position is a fast 
way to create protection.  As with any overhead cover, initial radiation can still enter through 
the earth sides or openings in the sides of the vehicle (e.g., between the treads, road wheels, 
and tires.)  If time permits, cover these openings with sandbags.  Keep in mind that the 
vehicle is not a good neutron shield. 

NOTE: Seeking shelter inside an armored vehicle is better protection than using it as overhead cover. 

CAUTION: The blast wave may violently displace the vehicle and collapse a fighting position. 

c.   Buildings—A rule for choosing buildings is the stronger the structure, the better the protection 
against a blast.  The best choices include heavily-framed buildings with steel and reinforced 
concrete.  Ammunition storage bunkers also provide exceptional protection and are usually 
large enough for most vehicles and equipment.  The worst choices for protection include 
shed-type industrial buildings with light frames and long beam span.  When searching for 
protection, the following building characteristics should be looked for: 
• Pre-World War II design and construction with thick, full-span floor and ceiling beams; 

heavy roofing tiles; dense, reinforced walls; and in most cases, full basement. 
• Full basements constructed of concrete or stone with an exit directly to the outside as 

well as through upper floors in case of an emergency. 
• Masonry structure with a thickness of 36 centimeters or greater than 1 foot, diagonal 

supports and block works. 
• Buildings with the least amount of glass or protected by roll-up or folding shutters (which 

provide additional blast and thermal protection.) 
• Buildings shielded by other structures that have less blast overpressure and structural 

damage than exposed structures (e.g., in an urban area, exterior rows of buildings shield 
interior buildings.) 

 
NOTE: While there is additional protection associated with shielded buildings, there are also increased 

debris and rubble problems.  In addition, fire hazards increase toward the center of a town.  
Commanders should consider using shelters located two or three rows of buildings from the 
edge of town so as to avoid hindering post-attack maneuvers.. 

NOTE: Tents—Tents provide some protection, but they are not a preferred shelter against the effects 
of nuclear weapons.  They initially provide good thermal protection, but the secondary fire 
hazard is serious.  In most instances the blast wave will not blow the smoldering tent far 
enough away to prevent damage and injury from subsequent fires. 
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• Because the tent offers no resistance to blast winds, all equipment and glassware must 
be secured.  These items can be propelled by the blast and cause serious injuries.  The 
tent poles must also be protected from breakage.  Piling sandbags around the center of 
the pole not only provides additional support, it also helps to ensure enough clearance to 
the ground to allow soldiers to evacuate a smoldering tent. 

d. Armored vehicles—Armored vehicles provide good nuclear protection.  In most cases, tanks 
provide the best vehicular protection; however, even lightly armored vehicles such as infantry 
fighting vehicles and armored personnel carriers give protection.  If time permits, any of the 
following actions should be performed to improve the protection these vehicles provide: 
• Get as low as possible inside an armored vehicle. 

Keep all hatches and openings (e.g., main gun breech) shut. 
• Prevent injury while inside an armored vehicle by wearing protective helmets and 

securing all loose equipment. 
• Armored vehicles should be in hull defilable position or sandbagged.  Hull defilable is 

digging in armored vehicles or placing them in trenches of cuts in roadways. 
• A single layer of sandbags placed on top of a tank turret or armored vehicle provides 

valuable overhead gamma radiation shielding. 
• Wetting the sandbags enhances neutron radiation shielding and protects the sandbags 

from thermal damage. 
• Place vehicle in a rear-on orientation. 

NOTE: While there is additional protection associated with shielded buildings, there are also increased 
debris and rubble problems.  In addition, fire hazards increase toward the center of a town.  
Commanders should consider using shelters located two or three rows of buildings from the 
edge of town so as to avoid hindering post-attack maneuvers. 

C. Material 

1. Ensure supplies, equipment, and vehicles are dispersed and dug-in as much as possible. 

2. Ensure explosives, ammunition, and flammables (fuel and oil) have been dispersed and dug-in.  
Cover them, if possible. 

3. Ensure small objects are secured to minimize the danger of casualties and damage from debris. 

4. Ensure existing cover provides protection and natural shielding for vehicles, supplies, and 
equipment from a nuclear explosion. 

5. Ensure vans are parked so the air conditioner intakes are opposite the prevailing wind direction.  
Ensure air conditioners are turned off and the intakes are covered with nonporous materials such 
as plastic sheets or ponchos. 

6. Ensure all food and water supplies are sealed tightly in containers and secured under cover. 

7. Ensure all electronic equipment and radios are turned off if not required for use.  Disconnect or 
remove power cables, antennas, and unused electronic equipment from power mounts. 

8. Place communications and electronic equipment inside bunkers or armored vehicles to increase 
protection again electromagnetic pulse (EMP).   

NOTE: EMP is the high-energy, short duration pulse generated by nuclear detonation.  It can induce a 
current in any electrical conductor and temporarily disrupt or overload and damage 
components of improperly protected or unprotected electronic equipment. 

End of Chemical School Handout 1 
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BIOLOGICAL DEFENSE 

The key protective measure against a biological attack is maintaining a high order of health, personal 
hygiene, and sanitation discipline. Biological attacks are hard to detect. If an attack occurs, chances of 
survival are better if crewmembers are healthy and physically fit and maintain good personal hygiene. 
Keeping the body clean helps to prevent ingestion of biological agents. Keep small cuts or scratches 
covered and germ-free by using soap, water, and first-aid measures. Since insects carry biological 
agents, prevent insect bites by keeping clothes buttoned and covering the skin. 

Do not eat food or drink water that may be contaminated. After an attack, you must assume that all 
surfaces have been exposed to germs. Eat or drink only food that has remained sealed; consume it only 
after you have washed and cleaned the outside of the container. All water must be boiled at least 15 
minutes. 

STUDENT HANDOUT 2  (Chemical School Handout) 

PROCEDURES TO PREPARE A UNIT FOR A BIOLOGICAL ATTACK 

A. Individual Protection 

1. Coordinate with medical personnel for needed immunizations. 

a. Immunizations reduce the chances of soldiers becoming biological casualties. 

b. Many diseases uncommon in the United States are prevalent in other parts of the world and 
soldiers can be protected through immunization. 

2. Ensure soldiers practice good hygiene and field sanitation procedures. 

a. One of the best ways of warding off disease is to keep the body as clean as possible.  This 
means washing all parts of the body, particularly the feet and exposed skin. 

b. Hands need to be cleaned before meals or anytime bare hands are used to help ingest food 
and liquid or when smoking. 

c. Soldiers should brush their teeth, and they must shave.  Shaving is required to achieve a 
proper seal of the mask. 

d. Small nicks, cuts, and scratches are unavoidable in a field situation.  Germs, either naturally 
occurring or intentionally employed, enter these breaks in the skin and will cause infections if 
left untreated.  Soldiers should clean any breaks in the skin with soap and water followed by 
first-aid treatment. 

3. Ensure soldiers are in good physical condition that means a well-rested, well fed, and healthy 
state. 

a. A good physical fitness program will get soldiers in good shape and also increase their 
emotional health. 

b. If soldiers keep healthy, their bodies will be better able to fight off germs. 

c. A high level of physical fitness also reduces the likelihood of heat stress when MOPP gear is 
worn for extended periods. 

NOTE: Refer students to Handout #3 for information on implementing MOPP. 

4. Ensure soldiers button clothing and cover exposed skin, or wear appropriate MOPP level. 

5. Ensure soldiers check protective masks and individual equipment for serviceability and 
coordinate with supply personnel for needed parts and equipment 
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B. Position 

1. Ensure the area is kept clean in order to stop the spread of disease. 

a. Bury all empty ration packets and residue. 

b. Locate, construct, and use field sanitation facilities properly. 
• Latrine facilities should include soap and water for washing hands. 
• Latrines need to be cleaned daily. 
• Avoid leaving such facilities open, and make sure they are properly filled and marked 

before moving to prevent accidental digging the areas. 
• Prevent the spread of disease by controlling insects and rodents. 
• Ensure terrain is used effectively to minimize effects of attack. 
• Ensure the type of available shelter selected (covered foxholes, filed expedient overhead 

cover, buildings, tents, and armored vehicles) provide the best protection from weapon’s 
effects. 

C. Material 

1. Ensure all food and water supplies are sealed tightly in containers and secured under available 
cover. 

2. Ensure equipment and supplies not in use are covered to avoid surface contamination from aerial 
spray attack. 

3. Ensure vans are parked so the air conditioner intakes are opposite the prevailing wind direction.  
Ensure air conditioners are turned off and the intakes are covered with nonporous materials such 
as plastic sheets or ponchos. 

End of Chemical School Handout 2 

DEFENSE BEFORE A CHEMICAL ATTACK 

Protective procedures 

Make sure all personnel have their protective masks available, and make sure each mask fits and 
functions properly. All personnel should wear the proper protective clothing in accordance with the MOPP 
level designated by the commander. Protect all equipment and supplies from liquid chemical 
contamination by keeping them organized and covered. 

Emplacing the M8A1 automatic chemical agent alarm 

The M8A1 is the primary means of detecting an upwind chemical attack. The system provides two 
essential elements of survival: detection of a toxic agent cloud and early warning to troops in the 
monitored position. The platoon leader decides where to place the chemical alarm. The detector units 
should be placed no more than 150 meters from the platoon’s perimeter or position. Space the available 
detector units approximately 300 meters apart, and make sure each detector unit is connected to the 
alarm unit by telephone cable (WD-1). Position the alarm units near radiotelephone assets; this makes it 
easy to alert the unit of an attack. Blowing sand or dust, rain, sleet, snow, temperatures below 40 degrees 
Fahrenheit, and tropical conditions can affect operation of the alarm. 
M8A1 AUTOMATIC 
CHEMICAL AGENT 
ALARM 
USE 
 

C-72. Positioned upwind from defensive positions, the remote detector 
(M43A1) is connected, using WD-1 communications wire, to the alarm 
unit (M42). It can provide early warning of potential nerve agents (vapor 
only). 
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DESCRIPTION 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
LIMITATIONS 
 
 
 
 
 
 
UNIT ISSUE 
 
 
DECONTAMINATION 
 

C-73. As illustrated in Figure C-6, the M43A1 detector (larger unit; 
NSN 6665-01-081-8140) and M42 alarm unit (smaller unit; NSN 6665- 
0859-2215) are the major components of the M8A1. When the M43A1 
detects a nerve agent, it sends an electronic signal along the 
communications wire to the M42 alarm, setting off a remote 
audible/visual signal (or visual signal only when noise discipline is a 
concern). The M10A1 power supply (NSN 6135-00-859-2225) provides 
DCpower to the detector from an AC source (115 or 220V). The 
detector usesone BA-3517/U battery; the alarm uses four BA-3030 or 
BB-3203/UF (Dcell) batteries. 

 
C-74. Accidental or incidental destruction of this detector must be 
reported immediately to the NBC officer or NCO. It contains Americium 
241, a radiation hazard. False alarms may result from screening and 
signaling smoke, engine exhaust, rocket/missile propellant smoke, and 
electromagnetic pulse (EMP). The M8A1 is being replaced by the M22 
ACADA (covered later in this discussion). 
 
C-75. Standard issue is one per platoon, subject to the applicable 
modified table of organization and equipment (MTOE). 
 
C-76. The M8A1 can be decontaminated using the M295/M291 
decontamination kit(s) or using a nonstandard decontamination solution 
consisting of one part household bleach and three parts hot water. 
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 C-168. Shielding the force entails the action necessary to reduce the NBC 
threat and prevent NBC casualties, including medical pretreatment, 
contamination avoidance, and physical protection. Shielding begins in the 
predeployment phase, when units pretreat soldiers to minimize the 
chemical, biological, and residual radiation threat. Contamination 
avoidance allows the reconnaissance platoon to move around hazards or 
to relocate before the occurrence or arrival of a hazard. Physical 
protection, which covers both units and individuals, provides a 
contamination-free environment in which the platoon and its soldiers can 
operate successfully. Enhanced sensing and shaping capabilities will 
allow commanders and platoon leaders to use scientific concepts and 
methods to achieve an effective NBC-focused defense. 
 

 

STUDENT HANDOUT3  (Chemical School Handout) 

Implement Mission-Oriented Protective Posture (MOPP) 

If an NBC hazard cannot be avoided, the scout platoon must be prepared to protect personnel and 
equipment from the effects of exposure. The type and degree of protection required will be based on the 
unit’s mission and the hazard. Note that the line between contamination avoidance and protection is not 
distinct; many actions contribute equally to both. 

MOPP LEVELS, ALARMS, AND SIGNALS 

Soldiers on the integrated battlefield will face a combination of nuclear, biological, chemical, and 
conventional attacks. The key to effective protection in an NBC environment is the scout platoon’s 
proficiency in automatically and correctly implementing an effective NBC defense SOP. Individual and 
unit protection against chemical attack or contamination hinges on effective use of the MOPP and on 
individual proficiency in basic NBC skills. All platoon members must be familiar with the standard MOPP 
levels shown in Table B-1. 
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Table B-1. MOPP levels and equipment requirements. 

MOPP level 

Equipment 

MOPP 
READY 

MOPP 0 
(ZERO) MOPP 1 MOPP 2 MOPP 3 MOPP 

4 
Command 

(mask 
only) 

Mask Carried Carried Carried Carried Worn 1 Worn Worn 

Overgarment Ready 3 Available 4 Worn 1 Worn 1 Worn 1 Worn   

Vinyl overboots Ready 3 Available 4 Available 4 Worn Worn Worn   

Gloves Ready 3 Available 4 Available 4 Available 4 Available 4 Worn   

Helmet 
protective 

cover 
Ready 3 Available 4 Available 4 Worn Worn Worn   

Chemical 
protective 

undergarment 2 
Ready 3 Available 4 Worn 2 Worn 2 Worn 2 Worn 2   

1 In hot weather, coat or hood can be left open for ventilation. 
2 The chemical protective undergarment is worn under the BDU (this primarily applies to armor vehicle 

crewmen and special operations forces). 
3 These items must be available to the soldier within two hours, with a second set available within six 

hours. 
4 These items must be positioned within arm's reach of the soldier.  

When an NBC attack is recognized, every soldier must receive the warning and assume the appropriate 
MOPP level (see Table B-1). Those in immediate danger need warnings they can see or hear. The alarm 
or signal must be simple and unmistakable for quick and correct reaction. Units not immediately affected 
need the information to prepare for the hazard or to change plans. 

If an NBC hazard has been located, the contaminated area should be marked. The NBC warning and 
reporting system (NBCWRS) and contamination markers contribute to the warning procedures for follow-
on forces. In the immediate area of contamination, several methods (or a combination of methods) will 
allow quick reaction by all platoon members. These methods include vocal alarms (shout of "GAS"), the 
M8A1 alarm, nonvocal alarms (horn blast or banging of metal-to-metal objects), and visual alarms (most 
commonly, hand-and-arm signals). The tactical situation may not allow for audible alarms; therefore, the 
platoon SOP should clearly detail the visual signals for contamination. 

NOTE: The purpose of MOPP gear and/or equipment is to protect a soldier against nuclear, biological, 
and chemical (NBC) contamination.  It consists of the overgarment, mask, hood, overboots, 
protective gloves, individual decontamination (decon) kits, detection equipment, and antidotes. 
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A. Ensure All Soldiers have Assumed the Directed MOPP Level 

1. All leaders need to be familiar with standard MOPP levels.  Knowing these levels will aid the 
commander or small unit leader in making rapid and educated decisions regarding the level of 
MOPP to be worn by his/her soldiers.  Standardized MOPP levels allow commanders to increase 
or decrease levels of protection through the use of readily understood prowords. 

2. Once soldiers have been directed to assume a particular MOPP level, it is essential that the 
leader be able to tell quickly whether each soldier has donned the correct garments and/or 
equipment.  Based on the threat, the commander’s or leader’s directive may include the 
percentage of soldiers that will assume a different MOPP level than the rest of the unit.  Because 
different soldiers may be operating under different levels of protection you must be aware of the 
correctness of each.  The safety of individual soldiers as well as the successful completion of the 
mission may depend on this. 

3. Outlined below are the clothing and equipment required for each MOPP level.  The following 
standardized protective postures assume that soldiers are also carrying their individual 
decontamination kit (M258A1 or M291), M8/M9 detector paper, NAAK, and their protective mask, 
unless the threat assessment indicates a zero percent probability of NBC use. 

NOTE: Each MOPP level is cumulative.  Those items that were donned at a lower MOPP level 
continue to be worn in the subsequent MOPP levels. 

B. Clothing and Equipment for MOPP Levels 

1. MOPP Ready 

a. Soldiers carry their protective masks and their load carrying equipment (LCE). 

b. The soldier’s MOPP gear is labeled and stored no further back than the brigade support area 
(BSA) and is ready to be brought forward to the soldier when needed.  The MOPP gear must 
be available to the soldier within two hours and a second set must be available in six hours. 

c. Units in MOPP Ready are highly vulnerable to persistent agent attacks and will automatically 
upgrade to MOPP Zero when they determine, or are notified, that chemical weapons have 
been used or that the threat for use of chemical weapons has risen. 

NOTE: MOPP Ready is generally used in deployments by light forces to areas where the chemical 
threat is negligible, and is expected to remain negligible. 

NOTE: Other than MOPP Ready, MOPP gear should be within arm’s reach of each soldier (readily 
available).  Readily available is not a MOPP level but a condition. 

2. MOPP Zero 

a. Soldiers carry their protective mask with their LCE. 

b. The standard battledress overgarment (BDO) and other individual protective equipment (IPE) 
making up the soldier’s MOPP gear are readily available. 

c. Units in MOPP Zero are highly vulnerable to persistent agent attacks and will automatically 
upgrade to MOPP1 when they determine, or are notified, that persistent chemical weapons 
have been used or that the threat for use of chemical weapons has risen. 
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NOTE: At MOPP1 through MOPP4 soldiers can wear or not wear chemical protective overgarment 
(CPOG) depending on the weather. 

3. MOPP1 

d. Soldiers immediately don the BDO.  In hot weather, the overgarment jacket can be 
unbuttoned, and the BDO can be worn directly over underwear. 

e. M9 or M8 chemical detection paper is attached to the overgarment. 

4. MOPP2 

a. Soldiers put on their chemical protective footwear covers (CPFCs), green vinyl overboots 
(GVOS), or a field expedient item such as vapor-barrier boots. 

b. The protective helmet cover is worn. 

c. The overgarment jacket may be left unbuttoned, but trousers remain closed. 

5. MOPP3 

a. Soldiers wear the protective mask and hood which protects them from vapor hazards. 

b. Particularly in hot weather, soldiers can open the overgarment jacket and roll the protective 
mask hood for ventilation, but trousers remain closed. 

6. MOPP4 

a. Put on the NBC rubber gloves with cotton liners. 

b. Soldiers will completely encapsulate themselves by closing their overgarment, and rolling 
down and adjusting the mask hood. 

c. MOPP4 provides the highest degree of chemical protection, but also has the most negative 
impact on an individual’s performance. 

7. Mask-Only 

a. The mask is worn. 

b. The Mask Only command is given under these situations: 
• When RCAs (riot control agents) are being employed and no chemical/biological threat 

exists. 
• In a downwind vapor hazard of a nonpersistent chemical agent. 

CAUTION: Mask Only is not an appropriate command when blister or persistent nerve agents are 
present. 

END OF CHEMICAL SCHOOL HANDOUT 3 
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TYPES OF 
NUCLEAR 
BURSTS 
 
 
ACTIONS 
BEFORE A 
NUCLEAR 
ATTACK 
 
 

C-175. Soldiers cannot taste, feel, or see radioactivity; radiation can be 
lethal to unprotected, untrained, and unwarned troops. As a result, the 
reconnaissance platoon must be prepared to take contingency actions to 
reduce the effects of accidental or deliberate dissemination of radioactive 
material on the battlefield. Nuclear risks can result from several types of 
events: nuclear weapon detonations, discharge of radioactive munitions, 
environmental exposure of research isotopes or materials, and nuclear 
plant by-product spills or radiation releases. Each of these presents 
formidable and difficult challenges. 
 
C-176. The altitude at which a nuclear device is detonated determines 
blast, heat, and nuclear radiation effects. The four fundamental types of 
nuclear detonations are air, surface, subsurface, and high-altitude. 
 
 
C-188. The best defense against a nuclear attack is distance, combined 
with protection from natural terrain and/or reinforced structures 
(preferably below ground). If the tactical situation or other circumstances 
do not allow the reconnaissance platoon to move an adequate distance 
away from a detonation, the best defense against the effects of a nuclear 
attack is to get below ground with overhead cover and improved 
shielding. Use of natural terrain can also reduce nuclear casualties; 
effective terrain features include the reverse slopes of hills and 
mountains; low areas such as gullies, ravines, ditches, and natural 
depressions; fallen trees; and caves. Sandbags and blocking and bracing 
material can improve shelter and vehicle shielding. Wet sandbags 
enhance neutron radiation shielding. 
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ACTIONS DURING 
A NUCLEAR 
ATTACK 
(WITHOUT 
ADVANCE 
STRIKEWARN) 
 

C-190. The following actions apply when the unit fails to receive a 
STRIKWARN report of an impending nuclear attack: 
 
If in the open, take the following actions: 
 

• Keep your eyes tightly closed and hit the ground face 
            down. NEVER RUN FOR COVER OR ATTEMPT TO 
            FACE AWAY FROM THE BLAST. 

• Start counting flash-to-bang time. 
• While still laying down, secure your Kevlar helmet and 

            cover exposed skin. 
• Secure your weapon under your body. 
• When winds from the blast arrive, try to orient your body 

            slowly to face the blast, making yourself more 
            aerodynamic and less susceptible to flying objects. 

• Keep your eyes closed until you no longer feel forced to do 
            so. Squint before totally opening your eyes. 
 
If in an armored vehicle, take the following actions: 
 

• Do not peer through driver or optical devices. Keep your 
            eyes tightly closed, and start counting flash-to-bang time. 

• Feel and reach to find open hatch doors, and if necessary, 
            close them. 

• Close the weapons breach, and traverse gun tube(s) away 
            from the direction of the blast or high winds. 

• Attempt to turn the vehicle and orient the front to face 
            the blast. Then quickly turn off electronic equipment and 
            the vehicle engine. 

• Keep your eyes closed until you no longer feel forced to do 
           so. Squint before totally opening your eyes. 
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ACTIONS AFTER 
A NUCLEAR 
ATTACK 
 

C-191. The following actions apply once the nuclear attack has 
concluded: 
 

• Wait for both shock waves to pass and debris to stop falling. 
• Record the flash-to-bang time. 
• Cover your mouth with a handkerchief, and wear goggles to 

            protect your eyes from fallout contamination. If you do not 
            have these items, put on the protective mask. Take these 
            precautions quickly before fallout arrives. 

• Seek shelter from fallout. 
• If fallout arrives while you are exposed, routinely shake the 

            handkerchief or the mask filter element to remove dust 
            particles and to prevent accumulation of contamination. 

• Treat casualties. Refer to the discussion later in this appendix 
            for information on treatment of casualties from nuclear 
            detonations. 

• Reconnect the FBCB2, radios, and antennas, and attempt to 
            reestablish communications. 

• Prepare and submit an NBC-1 nuclear report. Make sure it 
            has “flash” precedence if it is the first reported attack in 
            theater. 

• Begin monitoring for radiation. Report the arrival of fallout 
            using an NBC-4 report when the radiation level reaches 1 
            cGy/hr. 

• Never relocate your vehicle or unit based on a fallout 
            prediction (NBC-3 report). 

• Reorganize, consolidate, and continue your mission. 
• Conduct PMCS on tactical dosimeters. 
• Consider previous exposure (total dose) and report new 

            exposure in accordance with the OPORD or unit SOP. 
• Regardless of the applicable exposure criteria, never move 

            until the crossing risk is known and NBC personnel have 
            developed evacuation procedures. 

• Improve shelter and shielding. 
 

 
Fallout warning 

The first person to detect the arrival of fallout is usually the radiological monitor operating a radiacmeter. 
As soon as he notes a dose rate of 1 centigray per hour (cGy/hr) or higher, he warns unit personnel. All 
personnel hearing the warning relay it to others. If the mission allows, soldiers should move into a shelter 
with overhead cover and stay there until given an "ALL CLEAR" signal or until otherwise directed to move. 
If the mission does not allow the unit to take cover, decontamination becomes more important and 
perhaps more difficult. 
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Supervision of radiological monitoring 

Radiological monitoring is performed routinely to determine the presence and intensity of a radiation 
hazard. It is conducted using the IM-174 or AN/VDR-2 radiacmeter. Scout leaders must ensure that their 
scouts are properly trained on this equipment. There are two types of monitoring, periodic and 
continuous. 

Periodic monitoring assures the platoon that the area is not contaminated or, if applicable, provides a 
warning when contamination is detected after the platoon arrives. Readings are taken once every hour. 
Periodic monitoring is initiated under these conditions: 

• After first use of nuclear weapons in theater.  

• When the platoon is out of contact with higher headquarters.  

• When ordered by higher headquarters.  

• When the platoon stops continuous monitoring. 

Continuous monitoring is the surveillance for radiation in the platoon’s area or position. Continuous 
monitoring will be initiated when any of the following situations occur: 

• When a nuclear detonation is observed or reported in the area of operations.  

• When an NBC-3 report is received and the platoon is in the predicted area of contamination.  

• When ordered by higher headquarters.  

• When a dose rate of 1 cGy/hr is recorded in periodic monitoring. 

 

 

 

 

 

 

 

CLASSIFICATION 
OF CHEMICAL 
AGENTS 
 

C-201. Chemical warfare is widely regarded as brutal and barbaric. 
Nonetheless, the worldwide availability of advanced military and 
commercial technologies permits adversaries to develop and employ 
chemical weapons. This leaves open the potential for use of chemical 
weapons in a wide range of actions: terrorism during peacetime, limited 
use during urban operation, even large-scale employment during conflict 
or war. 
 
C-202. Chemical agents are classified according to their effect on the 
body. There are six major types: nerve, blood, blister, choking, irritants, 
and vomiting. The terms persistent (P) and nonpersistent (NP) describe 
chemical agent duration. 
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ACTIONS 
BEFORE A 
CHEMICAL 
ATTACK 
 

 

C-203. The threat employs nonpersistent agents over areas that it 
believes friendly forces will use for crossing or occupation. These agents 
provide the threat with flexibility to use the terrain because it knows the 
duration of the chemical effects. On the other hand, nonpersistent agents 
may force friendly soldiers into protective posture for long periods, thus 
degrading combat effectiveness. 
 
C-204. Persistent agents are employed to produce casualties, deny 
terrain use, force opposing soldiers into protective posture for extended 
periods, degrade combat effectiveness, force decontamination operations, 
disrupt LOGPACs, and deny entry points. 
 
C-205. Friendly forces can use the following actions to limit vulnerability 
to the effects of chemical weapons: 
 

• At a minimum, commanders and leaders should consider 
           using MOPP level 2 if soldiers must conduct operations in 
           anything other than overpressurized vehicles or shelters. 
           Soldiers should apply M9 detector paper to their chemical 
           protective overgarments. They attach one strip on the bicep of 
           the nonfiring arm, one on the forearm of the firing arm, one 
           on the calf of the nonfiring side, and one on the ankle of the 
           firing side. 

• Prepare to initiate entry and exit procedures for personnel in 
            vehicles and shelters. 

• Alert adjacent friendly forces, especially analog (nondigital) 
            units. 

• If a vehicle or shelter is unavailable, the next best solution is 
            some type of overhead cover. 

• Heavy canvas, plastic bags, or chemical resistant covers are 
            required for combat gear, ammunition, supplies or equipment 
            stored on the outside of vehicles. 

• Ensure that vehicle decontamination materials are 
            serviceable and adequate. 

• Secure water and other valuable commodities inside the 
            vehicle or structure. 

• Conduct PMCS NBC sensors and alarms and test them for 
            accuracy. 

• Position M9 detector paper so that protruding tabs are visible 
            to personnel inside vehicles or shelters through windows, 
            firing port glass windows, and driver and TC stations. 

• Inspect for adequate supplies of antidotes, such as the Mark 1 
            NAAK and the convulsant antidote for nerve agents (CANA). 

• Rehearse self-aid, buddy-aid, and medical evacuation 
            procedures. 
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ACTIONS DURING 
A CHEMICAL 
ATTACK 
 
 
Dismounted 
Actions 
 
 
 
 
 
 
 
 
 
 
 
Mounted Actions 
 

C-206. Whether they are mounted or dismounted, reconnaissance 
platoon soldiers must be prepared to react promptly to protect themselves 
and warn others of the dangers. 
 
 
C-207. The following steps apply for dismounted leaders, soldiers, and 
elements: 

• Stop breathing; close eyes and mouth; and don, clear, and seal 
            the protective mask. 

• Give visual and vocal alarms. 
• Upgrade to MOPP level 4. 
• Perform immediate decontamination as required using the 

            M291 decontamination kit. 
• Seek shelter. 
• Prepare and submit NBC-1 reports and/or SPOTREPs as 

            necessary using the most expedient means available. 
 
 

• Stop breathing; close eyes and mouth; and don, clear, and seal 
            the protective mask. 

• Close vehicle hatches, and activate the overpressurization 
            system (if applicable). 
 
 

 
CAUTION 

In an overpressurized vehicle, DO NOT unmask until 
sensors and alarms are reset; use the ICAM to confirm “all 

clear” conditions and to verify the reliability of vehicle sensors 
and alarms. If the vehicle interior is exposed to a chemical 
hazard, assume MOPP 4 regardless of the availability of 

overpressurization. 
 

 
 

• Wake sleeping personnel. 
• Observe crewmembers for symptoms of chemical poisoning. 
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ACTIONS AFTER 
A CHEMICAL 
ATTACK 
 

C-209. The following actions and procedures apply after the commander 
or leader determines that the chemical attack has concluded: 
 

• Conduct self-aid and buddy-aid and administer antidotes as 
            required. A discussion later in this appendix covers treatment 
            information for casualties of a chemical attack. 

• If the tactical situation permits, provide responsible and 
            disciplined digital warning (NBC-1 or SPOTREP) via 
            SINCGARS and/or FBCB2 to friendly forces in the attack 
            area and to elements potentially downwind of the hazard. 
            (NOTE: Avoid sending poorly worded or overdramatic 
            warnings that might prompt elements that are not in the 
            attack area or downwind to assume an inappropriate MOPP 
            level. The result could be degradation of their combat 
            effectiveness.) 

• Activate or reset detectors and sensors. 
• Gather information on the attack, including means of 

            delivery, number of munitions, and direction of attack; note 
            the DTG for the start and end of the attack. Prepare and 
            submit an NBC-1 follow-up report. 

• If the tactical situation permits, perform operator spraydown 
            with available decontamination supplies and equipment. 

• When the tactical situation permits, coordinate for thorough 
            decontamination. 

• Conduct MOPP gear exchange as necessary to avoid hazards 
            that may result from exceeding the “wear-out” or maximum 
            usage time for overgarments. See Figure C-43. 

 

 C-192. Biological attacks against US forces are more likely on the 
modern battlefield than in the past. In 1998, Defense Secretary William 
Cohen cited “the danger of biological and chemical weapons as the chief 
threat to US security today.” 
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BIOLOGICAL 
WARFARE 
CONSIDERATIONS 
 
 
 
 
Types of Agents 
 
 
 
 
 
 
 
 
 
 
 
 
Dissemination and 
Delivery of 
Biological Hazards 
 
 
 
 
 
 
 
 
 
 
 
 
 
Criteria (Signs, 
Symptoms, and 
Effects) of a 
Biological Attack 
 

C-193. Biological agents are often referred to as the “poor man’s 
weapon” 
because they are easy and cheap to produce and dispense. In addition, 
biological attacks are hard to disseminate, detect, and identify. Small, 
even tiny, doses of biological agents can infect thousands of personnel. 
Counteracting these agents may require extensive use of quarantine. 
 
C-194. Biological warfare is defined as the employment of living 
organisms, toxic biological products, and biological plant growth 
regulators to injure, incapacitate, or kill. Biological agents are generally 
created to target the respiratory system, skin, or digestive tract. The 
capability to directly enter the bloodstream and body tissue maximizes 
their effectiveness. 
 
C-195. Biological agents are divided into the following categories: 
 

• Pathogens. These are disease-causing substances. There are 
            over 150 known infectious diseases; they are either contagious 
            or noncommunicable. 

• Toxins. These are poisonous chemicals derived from 
            biological sources. Toxins can be natural or synthetic. 
 
NOTE: Both types of biological agents are derived from a range of 
sources, including animals, plants (including fungi), and microorganisms 
(bacteria, viruses, rickettsiae, protozoa). 
 
C-196. Numerous crude, low-tech methods (dry powders, droplets) exist 
to disseminate biological agents. For example, water and food supplies 
can be contaminated by human means. In general, however, there are 
two primary methods for disseminating biological agents: 

• Aerosol attacks. There are numerous devices and media 
            capable of disseminating agents in quasigaseous form, 
            including aircraft spray tanks, boat- or truck-mounted aerosol 
            generators, and explosive bomblets in air- or ground-burst 
            munitions. 

• Vectors. These are carriers that spread disease. Examples 
            include infected insects or rodents that bite humans or 
            parasites that invade the human body through exposed 
            scratches or cuts in the skin. 
 
C-197. Observable criteria for a biological warfare incident include the 
following: 
 

• Large numbers of sick or dead animals. 
• Sudden appearance of a large number of strange insects or 

            ticks. 
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ACTIONS 
BEFORE A 
BIOLOGICAL 
ATTACK 
 

 

 

 

 

 

 

 

 

 

 

 

 

 
ACTIONS DURING 
A SUSPECTED 
BIOLOGICAL 
ATTACK 
 

 

• Epidemic number of casualties occurring within a short time 
            of each other (mostly within 24 hours, although the time 
            frame may range up to three days). 

• Generalized outbreaks of diseases, or increased outbreaks of a 
            particular disease not normally encountered in a particular 
            region or country. 

• High number of respiratory aliments reported. 
 

C-198. The effects of biological agents are extremely unpredictable. 
Vulnerability reduction methods include the following: 
 

• Identify regional biological hazards and threat biological 
            threats. 

• Complete immunizations. 
• Maintain a high order of health, personal hygiene, and 

            sanitation discipline. 
• Limit exposure to hazards. Develop methods to reduce dirt 

            and dust collection in vehicles and closed quarters. Wear a 
            handkerchief, scarf, surgical mask and goggles, or protective 
            mask (when necessary). 

• Never occupy buildings with animal or rodent droppings and 
           urine. Structures must be washed down with chlorine bleach 
           or detergent to kill germs. NEVER sweep with a straw or 
           push broom before decontamination is completed. 

• Rehearse medical treatment plans and NBCWRS procedures. 
• Button clothing and cover skin to avoid unnecessary exposure 

            to insects. 
• Eat only food from sealed containers or with protective 

            wrappers. 
• Drink only purified potable water that has been boiled for at 

            least 15 minutes. 
• Conduct PMCS on NBC defense sensors, detectors, and kits. 
• Periodically monitor for suspected hazards. 

 
C-199. The following actions apply when commanders or leaders suspect 
a biological attack is under way: 
 

• Stay alert to suspicious activity. 
• When signs, symptoms, and effects are recognized, STOP 

            BREATHING and quickly don protective gear. This includes 
            handkerchief, scarf, surgical mask and goggles, or protective 
            mask (when necessary). 

• Sound visual, vocal, or mechanical alarms to warn others. 
• Inspect detectors and sensors. 
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ACTIONS AFTER 
A SUSPECTED 
BIOLOGICAL 
ATTACK 
 

• Ready treatment and decontamination equipment, and be 
            prepared to request for external assistance. 

• Dismounted personnel go to MOPP 4. 
 

C-200. Once the suspected attack has concluded, the unit takes the 
following steps: 
 

• Submit an NBC-1 report using the FBCB2. Indicate 
            symptoms or signs you observe. 

• Begin continuous monitoring using existing NBC defense 
            sensors, detection materials, and kits. If you do not have these 
            items, request assistance from higher headquarters. 

• Report and seek treatment for illness, scratches, or cuts 
            promptly. Refer to the discussion later in this appendix 
            covering treatment of casualties resulting from biological 
            agents. 

 
SYMPTOMS AND TREATMENT OF NBC CASUALTIES 

Potential adversaries may have access to a wide variety of biological agents and chemical agents on the 
modern battlefield. These agents can be dispensed alone or with other carriers or agents. Casualties 
resulting from exposure to biological or chemical agents require medical treatment as quickly as possible. 

The first step in the treatment process is usually appropriate self-aid and buddy-aid measures. These 
vary depending on the agent. Soldiers should first mask to prevent them from either inhaling or ingesting 
additional agents; then they should remove agents from exposed skin, either by washing with soap and 
water or by using the M291 kit. Soldiers use buddy-aid procedures to observe each other for early 
symptoms of toxic exposure and to request medical assistance. 

The platoon leader should select separate casualty collection points for both contaminated and 
noncontaminated casualties to prevent cross-contamination. All contaminated casualties should be 
decontaminated as thoroughly as the situation allows before being evacuated. The platoon must include 
in its casualty evacuation request the number of contaminated patients; this will allow the evacuation 
team to send the proper number of vehicles for pickup. 

Chemical agents fall into four major categories: nerve, blister, blood, and choking. Their primary routes of 
attack on the body are through the respiratory system and the skin. These agents are especially 
dangerous because they can kill or incapacitate quickly. The first, and most important, step in dealing with 
them effectively is to recognize symptoms so proper treatment can be administered. Table B-2 lists 
protection and detection measures, symptoms, and treatment and decontamination procedures for 
chemical agents. 
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Table B-2. Chemical agent protection procedures. 

AGENT 
TYPE NERVE BLISTER BLOOD CHOKING 

Protection Protective mask
and suit 

Protective mask
and suit 

Protective 
mask 

Protective 
mask 

Detection 
M8A1, M256A1,

CAM, M8/M9 
paper 

M256A1, 
M8/M9 paper, 

CAM 

M256A1 Odor only 
(resembles 

new-mown hay 
or green corn) 

Symptoms 

Difficult 
breathing, 
drooling, 
nausea, 
vomiting, 

convulsions, 
blurred vision 

Burning eyes, 
stinging skin, 
irritated nose 
(no symptoms 
with mustard or

nitrogen 
mustard) 

Convulsions
and coma 

Coughing, 
choking, 
nausea, 

headache, 
tightness in 

chest 

Effects 
Incapacitates Blisters skin and

damages 
respiratory tract 

Incapacitates Floods and 
damages lungs 

First aid 
Mark 1 NAAK, 

CANA 
Same as for 
second- and 
third-degree 

burns 

NONE Avoid 
movement 

and keep warm 

Decon- 
tamination 

Use M291 kit 
and flush eyes

with water 

Use M291 kit 
and flush eyes 

with water 

NONE NONE 

 

LOCATING AND 
MARKING NBC 
HAZARDS 
 

C-166. NBC marking procedures are the same regardless of who 
conducts them. The purpose is to find contamination boundaries and/or 
routes around or through a contaminated area. Reconnaissance teams 
may have an ICAM, M256 detector kit, M8 and M9 paper, M272 water 
test kit, automatic chemical agent alarm, M34 soil sampling kit, and 
M274 marking set (shown in Figure C-32). They use this equipment to 
determine the following: 
 

• Are chemical agents present? 
• If an agent is present, what type is it? 
• Where and when was the agent first detected? 
• Where are the boundaries of the contamination? 
• Are there clean routes through area? If so, where are they? 
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Contamination must be marked so unsuspecting personnel will not be exposed to it. When platoon 
detection, monitoring, or reconnaissance teams detect or suspect NBC hazards, they mark all likely entry 
points into the area and report the contamination to higher headquarters. 

The only exception to this policy occurs when marking the area would help the enemy. If this exception is 
made by the commander, the hazard must still be reported to protect friendly units. 

Marking procedures 

Markers should always face away from the contamination. For example, if markers are placed on the 
edge of a contaminated area to mark a radiological hot spot, they face away from the point of the highest 
contamination reading. Markers are placed at roads, trails, and other likely points of entry. When time and 
mission permit, additional markers should be emplaced. The distance between signs varies. In open 
terrain, they can be placed farther apart than in hilly or wooded areas. Soldiers should be able to stand in 
front of a marker and see the markers to the left and right of it. 

Units discovering a marked contaminated area do not have to conduct elaborate, time-consuming 
surveys. The new unit checks the extent of contamination and alters its plans, if necessary. If the size of 
the hazard has either expanded or decreased, they relocate the signs. If the hazard is gone, they remove 
the signs. Changes are reported to higher headquarters. 

Types of markers 

US forces use standard NATO markers to make it easier for allies to recognize the hazards (see Figure 
B-1). These markers are in the standard NBC marking set. Colors and inscriptions on a marker indicate 
the type of hazard. Other contamination information is written on the front of the sign. 

 
Figure B-1. NBC marking devices. 
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UNMASKING 
PROCEDURES 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
UNMASKING 
PROCEDURES 
USING 
DETECTION 
EQUIPMENT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
UNMASKING 
PROCEDURES 
WITHOUT 
DETECTION 
EQUIPMENT 
 
 

C-243. Leaders should conduct unmasking procedures only after all 
applicable NBC chemical agent detection procedures indicate that no 
hazard is present. Once the environment in which soldiers will operate 
(area, vehicle, or building/shelter) is determined to be free of 
contamination, unmasking should be conducted as soon as possible to 
reduce the MOPP level. 
 
NOTE: Unmasking procedures for biological agents must be coordinated 
through the troop/company headquarters. 
 
C-244. Unmasking procedures are conducted either with the aid of NBC 
detection equipment (such as an M256A1-series chemical detector kit, a 
CAM, or an NBCRS vehicle) or without such equipment. The following 
discussion describes the steps for both types of unmasking. 
 
C-245. This 15-minute procedure is conducted after all detection 
equipment and liquid contamination checks are negative. At the same 
time, however, leaders must remain on guard because current equipment 
cannot detect all chemical agents. The senior leader takes the following 
steps for this procedure: 
 

• Select one or two soldiers and instruct them to disarm. 
 
• Position the selected soldiers in a shady area; bright light will 

            constrict pupils, potentially giving false nerve agent 
            symptoms. 
 

• Direct the soldiers to unmask for five minutes, then to reseal 
             and clear their masks. 
 

• Observe the soldiers for chemical agent symptoms for 10 
             minutes. 
 

• If no symptoms appear, give the all-clear signal. 
 
• Continue to watch all soldiers for any delayed symptoms; 

             have immediate first-aid treatment available. 
 
C-246. If detection equipment is not available, unmasking procedures 
will take about 25 minutes. Use M8 paper to check for liquid 
contamination. Only then should the platoon leader or other senior leader 
initiate unmasking procedures using the following steps: 
 

• Select one or two soldiers and instruct them to disarm. 
• Move the soldiers to a shady area; have immediate first-aid 

            treatment available. 
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 • Direct the soldiers to take a deep breath and break their mask 
            seal for 15 seconds, keeping their eyes wide open. Then direct 
            them to clear and reseal the masks. 

• Observe soldiers for chemical agent symptoms for 10 minutes. 
• If no symptoms occur, direct the soldiers to unmask for five 

            minutes and then remask. 
• Observe the soldiers for 10 minutes. 
• If no symptoms appear, give all-clear signal. 
• If symptoms appear, decide whether to move to a new area 

            and retest. If movement is not possible, however, conduct a 
            retest after one hour. 

• Continue to observe all soldiers, especially those involved in 
            the unmasking procedure, for delayed symptoms. 

 
ALL-CLEAR SIGNAL 
The all-clear signal is given by word of mouth through the chain of command. It is initiated by higher 
headquarters after testing for contamination proves negative. If required, standard sound signals may be 
used, such as a continuous, sustained blast on a siren, vehicle horn, or similar device. When "ALL 
CLEAR" is announced on the radio, it must be authenticated before compliance. The commander 
designates the specific all-clear signal and includes it in his SOP. 

DECONTAMINATION 
OPERATIONS 
 
 
Principles of 
Decontamination 
 
 
 
 
Planning Factors 
 
 
 
 
 

LEVELS OF 
DECONTAMINATION 
 

C-214. Decontamination is the removal, destruction, or neutralization of 
contamination. Its purposes are to reduce the impact of an NBC attack, 
prevent erosion of platoon combat power, and reduce casualties. 
 
C-216. There are four principles of decontamination: 

• Conduct decontamination as soon as possible. 
• Decontaminate whatever is necessary. 
• Conduct decontamination as far forward as possible. 
• Conduct decontamination by priority. 

 
C-217. Before decontamination occurs, the platoon leader must 
consider a variety of conditions that will affect the operation, including 
the following: 

• The toxicity/lethality of the NBC agents involved. 
• Actual and anticipated performance degradation. 
• Equipment and personnel limitations. 
• Actual and potential transfer and spread of contamination. 
 

C-218. The three levels of decontamination are immediate, operational, 
and thorough. Battlefield elements, including the reconnaissance 
platoon, conduct immediate decontamination virtually automatically and 
instantaneously whenever they encounter NBC conditions. Operational 
level decontamination is accomplished with organic assets located at 
the squadron/battalion. Thorough and fixed site decontamination will 
require augmentation by a chemical decontamination platoon, host 
nation emergency response assets, or other service, coalition, or 
NATO unit. The platoon may have to provide augmentation support at 
operational and thorough decontamination sites. 
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Immediate 
Decontamination 
 

C-219. Units and soldiers conduct immediate decontamination as 
necessary using supplies and equipment they have on hand. This 
discussion focuses on the elements of immediate decontamination: 
skin decontamination, personal equipment wipedown, operator’s 
vehicle spraydown (when applicable), and removal of biological and 
radiological agents (when applicable). 
 
C-220. Skin Decontamination. This is a basic soldier survival skill 
that is conducted as an immediate action drill. Some chemical agents 
can kill if they remain on the skin for longer than a minute, making 
removal or neutralization of the agent a must for survival. This can be 
done with the new M291 skin decontamination kit, shown in Figure C-
44. Leaders must ensure that their soldiers are trained to execute skin 
decontamination automatically and without orders. Soldiers who have 
conducted skin decontamination should be observed for symptoms. 
 
C-221. Each soldier is issued two M291 kits. One is carried in the mask 
carrier, the other in the right cargo pocket of the BDU/BDO trousers or 
according to unit SOP. Each kit contains six individual decontamination 
packets. Units maintain at least one M291 kit per soldier for resupply. 
 
 

 
 

C-222. Personal Equipment Wipedown. Reconnaissance platoon 
soldiers must devote care and consideration to personal gear, supplies, 
and equipment that have been exposed to NBC hazards. These items 
are often stored on the outside of vehicles, where they are threatened b 
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 by whatever environment exists. Once a soldier recognizes or suspects 
the presence of contamination, he conducts immediate 
decontamination to neutralize harmful agents. Prompt action may 
prevent unnecessary destruction or disposal of critical supplies and 
equipment that cannot later be rendered safe for continued use. 
 
C-223. The M295 individual equipment decontamination kit (IEDK), 
illustrated in Figure C-45, removes or neutralizes contamination on the 
soldier’s hood, mask, gloves, and personal weapon. One M295 IEDK is 
issued to each soldier in the platoon; it is stored in the right cargo 
BDU/BDO pocket or according to unit SOP. Units maintain at least one 
IEDK per soldier for resupply. 
 

 
 

C-224. As noted, soldiers use the M295 kit to wipe down their masks, 
hood, gloves, and other essential gear. If the chemical agent is 
thickened or present in large globules on the BDO or CPOG, however, 
they must scrape it off with a stick or other object. They should not 
attempt to decontaminate the agent on the BDO/CPOG. Chemical 
agents are easily absorbed in the stocks and handgrips of weapons 
and may present a vapor hazard. For biological agents, plain soap and 
water will remove the contamination. Radiological contamination dust 
can be brushed, washed, or shaken off equipment. 
 
C-225. Operator’s Spraydown/Wipedown. The platoon conducts 
operator’s spraydown/wipedown to remove or neutralize chemical 
agents on frequently touched or occupied equipment surfaces and to 
prevent contamination spread. The process is most effective when 
accomplished within 15 minutes of contamination. It is done using the 
M13 decontamination apparatus, portable (DAP) and DS2 
decontamination solution, the ABC-M11 DAP and DS2, or the M100 
sorbent decontamination system (SDS). 
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Operational 
Decontamination 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

C-230. Biological Agents. A bleach solution is the preferred means for 
neutralizing and removing biological agents; if it is not available, hot, 
soapy water will suffice. The crew applies the solution or water with 
brushes, scrubs all surfaces well, and rinses. The 30-minute wait is not 
required for biological agents. 
 
C-231. Radiological Agents. Radiological contamination can be 
removed by brushing or scraping. Water is effective for flushing the 
contamination, but runoff must be carefully controlled using a ditch or 
sump setup. The vehicle crew must remember that the runoff is still 
hazardous because contamination is not destroyed, only moved. If time 
permits, brushing or removing an inch of topsoil from fighting positions 
lowers the radiological contamination hazard. 
 
C-232. If immediate decontamination is insufficient to quickly return 
platoon vehicles and personnel to action, the flow of battle may require 
the unit to conduct operational level decontamination. Also known as 
operational decontamination, this level of decontamination limits the 
spread of contamination and allows temporary relief from MOPP 4 
restrictions and limitations; in doing so, it helps to sustain the platoon’s 
combat capability and increase its maneuverability. MOPP gear 
exchange and vehicle washdown, covered later in this discussion, are 
the two most common techniques of operational decontamination. 
 
C-233. The reconnaissance platoon conducts operational level 
decontamination, which is less resource-intensive than thorough 
decontamination, either unsupported, using only squadron/battalion 
assets, or with external support from the chemical platoon. 
Decontamination usually takes place in the platoon’s area of 
operations. The squadron/battalion augments the operational level 
decontamination site with personnel to facilitate rapid turnaround of 
platoon combat power. The platoon will run MOPP gear exchange 
using the buddy system; it may have to provide soldiers to augment 
squadron/battalion operational decontamination stations and to provide 
security. 
 
C-234. Preparations. As they get ready for operational 
decontamination, the troop/company and squadron/battalion 
battlestaffs should have a clear understanding of the type of 
contamination, number of vehicles and soldiers to be decontaminated, 
and the route “dirty” crews will travel to the operational decontamination 
linkup point. Squadron/battalion planners should ensure that all 
operational decontamination sites have sufficient quantities of 
decontamination solutions and water to complete the mission; they 
should also be prepared to augment the site with medical personnel 
should an emergency occur. Reconnaissance platoon leaders focus 
their planning on how to avoid the spread of gross contamination on the 
battlefield. 
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C-235. Before departure for the operational decontamination linkup 
point, platoon leaders must take extensive measures to prepare their 
vehicles and crews for the decontamination operation. If MOPP gear 
exchange is planned, the dirty platoon elements will arrange for 
adequate quantities of replacement gear to facilitate overgarment 
exchange. They will also make the necessary coordination for 
replacement of equipment and supplies. 
 
C-236. Vehicles without overpressure systems will dismount at least 
one crewmember to conduct spraydown at least 20 minutes prior to 
arrival at the operational decontamination linkup point. This allows for 
sufficient contact time and increases the chances of neutralizing 
harmful agents. Focus of the spraydown should be directed to areas 
with which crews frequently come into contact (doors, hatches, crew 
compartments). 
 
NOTE: To prevent crews from coming into contact with harmful and 
sometimes invisible agents or vapors, the platoon leader must ensure 
that equipment, gear, rations, or ammunition secured on the exterior of 
vehicles is decontaminated and checked with monitors (ICAM, M8 
paper) before being moved inside the vehicles. 
 
C-237. MOPP Gear Exchange. As noted in the discussion of shielding 
the force earlier in this appendix, this procedure entails soldiers 
exchanging contaminated MOPP gear for new, uncontaminated gear at 
squad level (see Figure C-49). MOPP gear exchange is conducted 
upwind from the vehicle washdown site. The squadron/battalion 
provides decontaminants and replacement overgarments. MOPP gear 
exchange removes nearly all liquid and solid contamination from 
soldiers and their individual equipment. Refer to FM 3-11.5 (FM 3-5) for 
detailed procedures. 
 
C-238. Vehicle Washdown. This procedure, which limits 
contamination spread and transfer, should be conducted between one 
to six hours after contamination and as soon as possible after the 
operator’s spraydown portion of immediate decontamination. Vehicle 
washdown uses hot, soapy water to speed the weathering process. 
The squadron NBC decontamination specialist operates power driven 
decontamination equipment (PDDE) to conduct washdown. His primary 
tool is the M17 lightweight decontamination system. 
 
NOTE: When the platoon has completed operational decontamination 
and soldiers face little, if any, vapor hazard, they may use hazard-free 
areas to temporarily unmask to eat, drink, and rest. Operational 
decontamination, however, does not guarantee that conditions are safe 
enough to allow unmasking on or near equipment. Before unmasking 
and lowering the MOPP level for temporary relief, the platoon must 
conduct unmasking procedures using the CAM or M256-series 
chemical detector kit. In addition, leaders must conduct continuous 
contamination checks and monitoring to ensure that soldiers unmask in 
clean areas. Units must develop effective SOPs and training for 
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Thorough 
Decontamination 
 
 
 
 
 

unmasking. Refer to the discussion of unmasking procedures later in 
this section. 
 
C-239. This is the most effective and resource-intensive level of 
decontamination, requiring external support by platoon- or company-
size NBC elements. It takes place after combat operations, during 
reconstitution, and after a passage of lines to restore combat power by 
removing nearly all contamination from unit and individual equipment; 
this allows soldiers to operate equipment safely for extended periods at 
reduced MOPP levels. 
 
C-240. Thorough decontamination techniques are detailed troop 
decontamination (DTD) and detailed equipment decontamination 
(DED). During DTD, soldiers remove contaminated MOPP gear, to 
include protective masks. The decontamination unit can provide 
technical assistance. DED procedures remove or neutralize 
contamination on interior and exterior equipment surfaces. The 
decontamination unit performs DED with some assistance from 
contaminated unit. 
 
C-241. Before their units take part in thorough decontamination, 
reconnaissance platoon leaders must accomplish several activities, 
including the following: 

• Segregate equipment according to priority or degree of 
            decontamination required. 

• Prepare vehicles and crews for decontamination. 
• Coordinate with the decontamination unit leader (platoon or 

            company). 
• Prepare the platoon or individual soldiers as necessary to 

            support operation of the DTD site. 
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Appendix D Student Handouts  
 

HANDOUT FOR LESSON 1:  W425 version 1   
 
This Appendix    This appendix contains the items listed in this table-- 
 Contains                              

Title/Synopsis Pages 
SH-1, Advance Sheet SH-1-1 thru SH-1-3 
SH-2, Extract from FM 6-22.5, Chapter 4 SH-2-1 to selected pages 
SH-3, Extract from FM 7-7, Appendix Q SH-3-1 to selected pages 
SH-4, Extracts from FM 7-8, Chapters 1, 2, and 5 SH-4-1 to selected pages 
SH-5, Extracts from FM 21-18, Chapters 3 and 4 SH-5-1 to selected pages 
SH-6, Extracts from STP-21-24 SMCT SH-6-1 to selected pages 
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Student Handout 1 
 

 
This student handout contains Advance Sheet. 
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STUDENT HANDOUT 1 
 

Advance Sheet  
 
 
Lesson Hours 

 
This lesson consists of five hours of small group instruction. 
 

 
Overview   In this lesson we will build upon the instruction you received concerning troop leading              
                           procedures.  Leaders use the troop leading procedures to make sure they take all  
                           necessary steps to prepare for an operation.  In this lesson you will use the troop leading  
                           procedures to identify the skills and knowledge required of a platoon sergeant during  
                           platoon tactical operations.  This lesson consists of a reading assignment and a  
                           classroom discussion. 
 

   
Learning Terminal Learning Objective (TLO) 
Objective 

Action:  Supervise platoon tactical operations. 
Conditions: In a field environment, given FM 6-22.5, FM 7-7, FM 7-8, FM 21-18, 

and STP 21-24-SMCT. 
Standards: Implemented platoon tactical operations IAW FM 6-22.5, FM 7-7, 

FM 7-8, FM 21-18, and STP 21-24-SMCT. 

• Conducted tactical road march. 
• Performed duties of a Convoy Commander. 
• Managed and occupied as assembly area. 
• Prepared platoon defensive operations. 
• Consolidated and reorganized while in the defense. 
• Supervised the handling of enemy prisoners and equipment. 

  
   
     ELO  A    Identify the skills required to supervise a platoon tactical road   
                     march. 
     ELO  B    Identify the skills required to perform the duties of a convoy commander. 
     ELO  C    Identify the responsibilities of the platoon sergeant during occupation and 

              management of an assembly area. 
     ELO  D    Identify the steps to prepare for platoon defensive operations. 
     ELO  E    Identify the tasks required during consolidation and reorganization while in                              

                                               the defense. 
     ELO  F    Identify the steps required to properly handle enemy personnel and 

              equipment at the unit level. 
     ELO  G   Identify the effects of continuous operations on personnel. 

 
 

Study       The student assignments for this lesson are: 
Assignment 
                               •   Study FM 6-22.5, Chapter 4. 
       •   Read FM 7-7, Appendix Q, pages Q-6 thru Q-8. 
       •   Read FM 7-8, pages 1-10, 2-2, 2-3, 2-8, 2-21, 2-58, 2-70, 2-72, 2-76, 2-80 thru 
            2-82, 2-85, 5-22, and 5-23. 
       •   Read FM 21-18, pages 3-1 thru 3-7, and pages 4-1 thru 4-15. 
                               •   Read STP 21-24-SMCT, pages 3-166, 3-219 and 3-220, 3-241 thru 3-243, 3-264,     
                                    and 3-303 thru 3-307. 
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Additional         None 
Subject Area  
Resources 
 

   
Bring to Class    •    Pen or pencil and writing paper. 
     •    All reference material received for this lesson. 
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Student Handout 2 
 

 
This student handout contains extracts from FM 6-22.5, Chapter 4 

 
 



Chapter 4

Sleep Deprivation 

4001. CHALLENGES OF SLEEP DEPRIVATION

People accumulate a “sleep debt” (cumulative loss of sleep over
time) when they perform under limited sleep conditions. The only
corrective measure for satisfying this sleep debt is sleep itself. Mili-
tary operations, by their demanding nature, create situations where
obtaining needed sleep will be difficult or impossible for more than
short periods.

Continuous operations are military operations with many pulses
of action every day and night, continuing for several days to weeks,
which require careful planning and resource allocation to give
everyone a minimum of 4 hours sleep in 24. (FM 22-51)

Sustained operations are continuous operations or combat with
opportunity for less than 4 hours sleep per 24 hours for significant
personnel, which may be brief or fragmented. (FM 22-51)

Accordingly, service members may have opportunities for only lim-
ited or fragmented sleep over an extended period. As a result of
these periods of sleep loss, several combat tasks are likely to show
decreased performance. These tasks include the following:

l Orientation with friendly and enemy forces (knowledge of the
squad’s location and maintaining camouflage, cover, and
concealment).
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l Coordination and information processing (coordinating firing
with other vehicles and dismounted elements, reporting vehi-
cle readiness, and communicating with the headquarters).

l Combat activity (firing from bounding vehicle, checking the
condition of weapons, observing the terrain for enemy presence).

l Force preservation and regrouping (covering disengaging
squads, marking the routes between locations, and conducting
reconnaissance).

l Command and control activity (directing location repositioning,
directing mounted defense, assigning fire zones and targets).

Continuous operations will potentially be more commonplace on
the battlefield. In offensive operations, darkness is the time to
retain or gain the initiative; while in defensive operations, obsta-
cles can be employed with greater security during darkness.
Forces can disengage undetected and threats to close air support
lessen. The physical environment changes at night. As the air
cools below ground temperature, inversions reduce visibility and
hamper radar and radio signals. Conditions are optimal for using
chemical weapons. Visual changes also occur. Without the aid of
white light, there is no color perception. There is also a decrease
in visual clarity, field of view, and depth perception. Targets take
longer to engage. Preparation time increases two-fold to six-fold.
Simple actions, such as the departure and return of patrols,
become more complex and dangerous. Nighttime planning and
coordination require greater attention. Navigation, adjusting fire,
and munitions and/or target matching are more difficult. Preci-
sion is essential, but accuracy has a price. Service members tend
to maintain accuracy at the sacrifice of speed. The adverse condi-
tions associated with or generated by continuous ground combat
at night will degrade the fighting performance of Service mem-
bers, teams, and units. The almost complete mechanization of
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land combat forces and technological advances that permit effec-
tive movement at night, during poor weather conditions, and
under conditions of limited visibility have largely overcome the
reasons for “traditional” pauses in battle, such as darkness, resup-
ply, and regrouping. New technologies have significantly
increased the range, reduced the time, and changed the conditions
over which battles are fought. For example, day/night-capable
vehicles can operate for extended periods without re-supply, but
they are limited by a crew’s need to sleep. A Service member is
not a machine and is, therefore, the weak link in the chain. The
equipment can operate longer than the Service member who oper-
ates it, as the Service member must have sleep. 

Commanders and leaders must ensure that all Service members
obtain enough rest to counteract the effects of rapidly shifting
from daytime to nighttime duty hours, or to extended work sched-
ules. Implementing countermeasures that are designed to help
Service members adapt to continuous operations conditions can
satisfy this requirement. Neither leaders nor their subordinates
can perform without rest or sleep. The Service member, the unit,
and the leader are all affected by continuous operations. Gener-
ally at night, the cognitive and physiological resources of Service
members are not at their peak, especially after a rapid shift from
daytime to nighttime duty hours. Fatigue, fear, feelings of isola-
tion, and loss of confidence may increase. 

Non-stop, unrelieved combat operations (sustained operations)
with little or no sleep degrade performance and erode mental abil-
ities more rapidly than physical strength and endurance. Informa-
tion gained from the Army Unit Resiliency Analysis Model
shows that even healthy young Service members who eat and
drink properly experience a 25 percent loss in mental perfor-
mance for each successive 24-hour period without sleep. The
mental parameters include decisionmaking, reasoning, memory
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tasks, and computational tasks. The loss may be greater for Ser-
vice members who are older, less physically fit, or who do not eat
and drink properly.

The effects of sustained operations are sometimes hidden and dif-
ficult to detect. Units are obviously impaired when Service mem-
bers are killed or wounded in action or become noncombatant
losses. They are further impaired when their troops are too tired
to perform their tasks. Unlike individual performance, unit per-
formance does not deteriorate gradually. Units fail catastrophi-
cally, with little warning. 

A priority for fighting units is to assure that commanders and
leaders are rested and able to think clearly. While this is obvious,
it is a most difficult lesson for leaders to learn. During combat,
commanders must focus on the human factor. They must assess
and strengthen their units as they plan and fight battles. They
must accurately decipher which units must lead, which must be
replaced, where the effort must be reinforced, and where tenacity
or audacity and subsequent success can be exploited. When lead-
ers begin to fail, control and direction become ineffective, and the
organization disintegrates. No fighting unit can endure when its
primary objectives are no longer coordinated. Leaders must also
prepare and precondition Service members to survive. It is partic-
ularly important that leaders conscientiously plan and implement
effective sleep plans, because activities that are most dependent
on reasoning, thinking, problem solving, and decision-making are
those that suffer most when sleep and rest are neglected.

Some leaders wrongly believe that their round-the-clock presence
during an operation is mandatory; they are unwilling to recognize
that they, too, are subject to the effects of sleep deprivation. If the
unit has been regularly trained according to the mission command
philosophy, two benefits accrue. Not only will a leader be confi-
dent that in his absence his subordinates will adhere to his intent,
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but the trust he shows in his subordinates will continue to main-
tain unit morale and help ease some of the stress of the situation.

In future operations, the battlefield will become increasingly
lethal. The threat of nuclear, biological, and chemical weapons
will maximize confusion, uncertainty, and stress, which adversely
impact our ability to move, shoot, communicate, and sustain.
Sleep loss in this type of environment increases an already stress-
ful situation. 

4002. EFFECTS OF SUSTAINED
OPERATIONS ON PERFORMANCE

A basic rule for continuous operations is planning ahead to avoid
sustained operations, and provide members 5 to 6 hours sleep in
24. However, missions or enemy actions sometimes require
exceptional exertion for several days with only unpredictable,
fragmented sleep—as required in sustained operations. Sustained
combat leads to exhaustion and reduction in effective task perfor-
mance. Even during the first night of combat, normal sleeping
habits and routines are abnormal. The Service member feels the
effects of fatigue and the pressure of stress from noise, disrupted
sleep time, and threat to life. While essential for endurance, sheer
determination cannot offset the mounting effects of adverse con-
ditions. Cognitive degradation involving poor decisionmaking
begins during and after the first 24 hours of sleep deprivation.

Individual and unit military effectiveness is dependent upon ini-
tiative, motivation, physical strength, endurance, and the ability
to think clearly, accurately, and quickly. The longer a Service
member goes without sleep, the more his thinking slows and
becomes confused. Lapses in attention occur, and speed is sacri-
ficed to maintain accuracy. Continuous work declines more rap-
idly than intermittent work.
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Tasks such as requesting fire, integrating range cards, establish-
ing positions, and coordinating squad tactics become more diffi-
cult than well-practiced, routine physical tasks, such as loading
magazines and marching. Without sleep, Service members can
perform the simpler and/or clearer tasks—lifting, digging, and
marching—longer than the more complicated or ambiguous tasks
such as a fine hand-eye coordination sequence; i.e., tracking a tar-
get through a scope. 

Sleep loss affects memory, reasoning, mental assessments, deci-
sion-making, problem-solving, subsequent actions, and overall
effectiveness. While comprehension is accurate, reading speed
slows and recall fails. For example, Service members may under-
stand orders when reading them in documents, yet they are for-
gotten later when required. Individuals will forget or omit
assigned tasks more often than they will make errors in carrying
them out.

Leaders can expect declining moods, motivation, initiative, plan-
ning ability, and preventive maintenance. High motivation will
only increase risk, due to impaired performance. Leaders must
recognize erratic or unreliable task performance in subordinates,
as well as in themselves. Alertness and performance decline grad-
ually with partial sleep deprivation; that is, when sleep is limited
to 4 to 5 hours per night. After 5 to 7 days of partial sleep depri-
vation, alertness and performance decline to the same low levels
as those following 2 days of total sleep deprivation. After 48 to
72 hours without sleep, personnel become militarily ineffective. 

Adverse Conditions

Continuous combat forces Service members to perform under
adverse conditions that cause degradation in performance. Exam-
ples of adverse conditions follow.
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Low Light Level 
The amount of light available for seeing landmarks, targets, and
maps is greatly reduced at twilight and night.

Limited Visibility 
Smoke, fog, rain, snow, ice, and glare degrade a Service mem-
ber’s ability to see his environment and objects within it, as
opposed to situations free of such conditions.

Disrupted Sleep Routines
People are accustomed to being awake or asleep during certain
hours of the day or night. Disruption of the normal sleeping
schedule causes degraded performance.

Physical Fatigue
Working the muscles faster than they can be supplied with oxy-
gen and fuel rapidly creates “oxygen debt,” eventually making
these muscles unable to function until the deficits are made up
during brief rests.

Sleep Loss 
The muscles can continue to function adequately without sleep,
but the brain cannot. Increasing sleep debt leads to subtle, but
potentially critical, performance failures.

Sleep Loss Indicators

Indications of degraded performance symptoms become more
prevalent as sleep debt accumulates. Performance is affected by
the hours of wakefulness, tolerance to sleep loss, and the types of
mental or physical work. Both mental and physical changes
occur, with symptoms varying among individuals. Leaders must
observe Service members for the following indications of sleep
loss and degraded performance:
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l Physical changes in appearance, including vacant stares,
bloodshot eyes, pale skin, and poor personal hygiene. Other
physical signs of sleep loss include the body swaying when
standing, sudden dropping of the chin when sitting, occasional
loss of hand-grip strength, walking into obstacles or ditches,
low body temperature, slowed heart rate, and slurred speech.

l Mood changes, decreased willingness to work, and dimin-
ished performance go hand-in-hand. Service members may
experience decreasing levels of energy, alertness, interest in
their surroundings, and cheerfulness with a concurrent
increase in irritability, negativity, and sleepiness. Some
become depressed and apathetic. Others, for a time, can
become energized by sleep loss, talk more, and may be more
assertive without necessarily maintaining good judgment.
Sleepiness and mood changes are not signs of weakness. After
long periods of sleep loss, Service members go from being
irritable and negative to dull and weary.

l Service members may feel more effort is needed to perform a
physical task in the morning than in the afternoon. Exaggerated
feelings of physical exertion may lead to work stoppage, espe-
cially between 0400 and 0700. During that time, the tendency
to fall asleep is considerably more noticeable than other times.

l Both bickering and irritability increase with sleep loss. When
Service members argue, it shows that they are still talking to
each other and exchanging orders and messages. When argu-
ments cease, especially after a period of increased bickering,
Service members may be in a state of mental exhaustion.

l Comprehension and perception slow considerably. Individuals
require extended time to understand oral, written or coded
information; to find a location on a map and/or chart coordi-
nates; to interpret changes in enemy fire patterns; and to make
sense of things seen or heard, especially patterns. They may
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have difficulty with spot status or damage reports, and may be
unable to assess simple tactical situations.

Loss of Concentration

Sleep deprivation causes the attention span to shorten. There is a
loss of concentration on the job as dream-like thoughts cause
lapses in attention. Leaders should watch for the following:

l Decreased vigilance. Personnel are less alert and fail to detect
the appearance of targets, especially in monotonous environ-
ments. They may doze off at the wheel of moving vehicles. 

l Distorted attention. Service members may imagine seeing
things that are not there, e.g., “moving” bushes when in reality
there is no such movement. The sleep-deprived brain can also
misperceive bushes, rocks, people, vehicles or anything else
and see them as something different, in very precise detail.
Often the tired brain “sees” what it wishes were there (food, a
bed); at other times, these illusions may be animals or other
more bizarre things. But when the mind is alert for an enemy,
the brain may generate a very convincing, detailed image of
the enemy. Sometimes, but not usually, sounds or other sensa-
tions may accompany these illusions. They usually last only
seconds, but can persist for minutes if not challenged, and
rarely have even been “seen” by equally sleep-deprived com-
rades when told of them. It is essential for sleep-deprived unit
members to check out any questionable things they see with
their comrades, and to faithfully follow reporting and chal-
lenge procedures.

l Inability to concentrate; easily confused. Service members
cannot keep their minds on what they are doing. They cannot
follow multiple directions nor perform numerical calculations.
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l Failure to complete routine tasks. Sleep loss interferes with
completing routine individual tasks, such as drying the feet,
changing socks or filling canteens when water is available.
Tasks such as performing weapons checks may be skipped.

When a Service member cannot recall what he just saw, read,
heard or was told by another individual, he is exhibiting a com-
mon sign of sleep loss. His memory loss is limited to recent
events. For example, a sleep-deprived Service member may for-
get recent target data elements or recall them incorrectly and have
difficulty learning new information.

4003. ACHIEVING SLEEP IN COMBAT 

Sleep deprivation produces stress and, therefore, sleep manage-
ment is important. Sleep management is a combat multiplier.
Planned sleep routines are important for keeping the unit, the
individual Service members, and the leader himself functioning
as required while reducing sleepiness during continuous combat.
Since leaders are responsible for planning sleep routines, they
need a basic understanding of the physiological and behavioral
aspects of sleep and their impact on performance. The following
paragraphs provide this information.

Rhythmic Variations

There are rhythmic variations in individual performance based on
a predictable physiological and behavioral cycle that comprises
about 24 hours. The 24-hour, day-night/work-rest cycle is called
the circadian rhythm. Because traveling across a half-dozen time
zones disrupts the usual relationship in the day-night/work-rest
cycle, for a few days Service members are not sleepiest at their
usual sleep period of 2400 to 0600, new-locale time. Allowing
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sleep about 1200 to 1800, new-locale time, will only delay their
adaptation to their new locale. Leaders must instruct troops to go
to bed between 2400 and 0600 new-local time to establish a new
circadian rhythm.

Another example of circadian rhythm is body temperature.
Although one’s “normal” temperature is 98.6 degrees, this is
really an average or midpoint of a daily swing from 96.8 to 100.8
degrees. For someone accustomed to working days and sleeping
nights, body temperature would fluctuate approximately as indi-
cated. There is a well-established link between body temperature
and sleepiness and/or performance slumps. Performance parallels
body temperature. The higher the body temperature, the better the
performance. As body temperature decreases, mood and motiva-
tion decline with a concurrent increase in sleepiness and fatigue. 

Impact upon performance is most pronounced during the circa-
dian lull, which is roughly 0200 to 0600 hours. During this time,
performance declines about 10 to 15 percent. In sleep-deprived
Service members, this decline may reach 35 to 40 percent. If the
day-night/work-rest cycle is disrupted, performance suffers
because the Service member is sleepy during the new work
period and awake during the new sleep period. The body needs
several days to adjust to the new schedule. Critical hours for sleep
are between 0200 and 0600 when anchor sleep (the most benefi-
cial sleep) is taken. The body is at its lowest temperature during
this period. This is the best time for sleeping, but not for napping.
To prevent sleep inertia, naps should always be taken at times
other than the lowest point in body temperature. 

Leaders need to calculate the difference in time zones and make
the necessary schedule changes. Leaders will need day-and night-
fighting teams. Members acclimated to working days and sleep-
ing nights should be scheduled to work nights and sleep days.
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Their performance slump/optimal time to sleep would be 2400 to
0600, new-locale time. Deployment, pre-combat, and combat are
not usual circumstances. If certain Service members must have an
offset circadian timing from the rest of the unit, a special effort
must be made to establish their sleeping time. Obviously, troops
must sleep whenever possible. If a planned sleep schedule cannot
be followed, however, performance is enhanced if sleep coincides
with the low point in body temperature. 

Adjusting to new circadian rhythms is a slow process, taking 3 to
6 days to come “in phase” with a new schedule. Leaders should
devise a sleep schedule that provides for sleep at the same time of
day or night every 24 hours. Sleep schedules that provide for
sleep at different times of day or night are less valuable and are
detrimental to quality sleep and optimal performance. 

Sleep Shifts

Staggered work schedules can be set up for two shifts working 4
hours on/4 hours off, 6 hours on/6 hours off, and 12 hours on/12
hours off. See Table 4-1. Each shift follows the same schedule
daily. It is better to maintain regular shift schedules than sched-
ules that continually change.

Sleep/Rest Guidelines

Leaders should use the following sleep and/or rest guidelines in
this section to enhance individual and the unit performance in
continuous operations. 

l Know personal tolerance for sleep loss and those under your
command; major individual differences are not easily
changed. Individuals who are unable to sleep during pre-
deployment and deployment stages should be encouraged to
practice relaxation exercises (see paragraph 2005). 
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l Ensure that Service members fully use their breaks and other
opportunities for rest. Encourage them to waste no time in get-
ting to sleep. Undisturbed, prolonged sleep is the most desir-
able use of rest opportunities. When there has been sleep loss
but little physical exertion (e.g., manning communications,
operating a radio), mild physical exercise such as walking
around when conditions permit, can help maintain alertness.

l Encourage Service members to sleep, not just rest, by creating
the most conducive environment possible for sleep: quiet,
without interruptions (or earplugs); dimness or darkness (or
with eye cover); not overly warm or cold. 

Table 4-1. Sleep Shifts.

4 HOURS ON/4 HOURS OFF

Shift 2400-
0400

0400-
0800

0800-
1200

1200-
1600

1600-
2000

2000-
2400

1 SLEEP DUTY SLEEP DUTY SLEEP DUTY

2 DUTY SLEEP DUTY SLEEP DUTY SLEEP

6 HOURS ON/6 HOURS OFF

Shift 2400-
0600

0600-
1200

1200-
1800

1800-
2400

1 SLEEP DUTY SLEEP DUTY

2 DUTY SLEEP DUTY SLEEP

12 HOURS ON/
12 HOURS OFF

Shift 2400-
1200

1200-
2400

1 SLEEP DUTY

2 DUTY SLEEP
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l Do not allow personnel to sleep in unsafe conditions. Enforce
strict rules designating sleep areas and requiring perimeter
guards. Require day and night guides for all vehicles to pre-
vent Service members from being accidentally run over. 

l Ensure that Service members follow sleep schedules or rou-
tines. The field commander who does not enforce a sleep
schedule or routine leads his troops into an environment that
increases the opportunity for hazardous conditions to be
encountered while in continuous combat. Taking naps is not a
sign of low fighting spirit or weakness; it is a sign of foresight.

Measuring Sleep Loss

Sleep loss can be measured by:

l Keeping a sleep and/or activity log. From pre-deployment to
post-deployment, log sleep and nap periods. Service members
need 4 to 5 hours per 24-hour period; 6 or 7 hours is optimum.
If they receive less, the first chance for a long rest period must
be used for sleep.

l Observing performance and asking questions. Look for the
indications of sleep loss—such as increase in error occur-
rence, irritability, difficulty understanding information, and
attention lapses—with concurrent decreases in initiative,
short-term memory, and attention to personal hygiene. Con-
firm sleep loss by asking the obvious question: “When did you
sleep last and how long did you sleep?”

Sleep Loss Alternatives

Ways to overcome performance degradation include:

l Upon signs of diminished performance, find time for members
to nap, change routines or rotate jobs (if cross-trained).
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l Have the Service members most affected by sleep loss execute
a self-paced task.

l Have Service members execute a task as a team, using the
buddy system.

l Do not allow Service members to be awakened for meals
while in flight to a new location, especially if the time zone of
the destination is several hours different than that of point of
departure.

l Insist that Service members empty their bladder before going
to bed. Awakening to urinate interrupts sleep, and getting in
and out of bed may disturb others and interrupt their sleep.

l Allocate sleep by priority. Leaders, on whose decisions mis-
sion success and unit survival depend, must get the highest
priority and largest allocation of sleep. Second priority is
given to Service members that have guard duty and to those
whose jobs require them to perform calculations, make judg-
ments, sustain attention, evaluate information, and perform
tasks that require a degree of precision and alertness.

4004. SLEEP/REST PLANNING 

Sleep/rest planning applies to the pre-deployment, deployment,
pre-combat, combat, and post-combat stages of battle.

Pre-Deployment Stage

Using mission-scenario operation guidelines, determine periods
available for sleep and the total number of sleep hours possible.
Because continuous operations requirements may change, alter-
nate sleep routines should be planned. Become familiar with the
area where the combat unit will sleep; For example, some may
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have to sleep in mission-oriented protective posture (MOPP) IV.
If sleeping in MOPP IV is anticipated in combat, practice it dur-
ing the pre-deployment stage. Prior experience reduces stress, so
practice anticipated sleep routines before continuous operations. 

Deployment Stage

Since sleep will be reduced during deployment, follow pre-
planned sleep routines. The prudent commander will choose a 4-
hour on/4-hour off, 6-hour on/6-hour off, or 12-hour on/12-hour
off shifts from the start. Take into account that Service members
on night duty will need to sleep during the daytime. Provide
night-shift personnel with separate sleeping quarters to avoid dis-
ruption of their sleep period. 

Pre-Combat Stage

In general, people are most effective during the afternoon and are
least effective just before dawn. Without prior adjustment to the
new time zone, which naturally occurs in 3 to 5 days, leaders can
expect degraded daytime performance. The reason is that 0200 to
0600 hours home-base time is the low point in performance effi-
ciency and should be considered when planning workloads.

Combat Stage

Every effort should be made to avoid situations where all person-
nel are physically and mentally exhausted simultaneously. Make
the most of any lull during the combat phase by sleeping briefly.
Complete recovery from sleep loss may not be possible during
intense combat, but limited sleep is helpful. Uninterrupted short
sleeps of 15 minutes or longer are beneficial to partially recover-
ing alertness. Sleep during the combat stage may be risky, how-
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ever, because a Service member may wake up feeling groggy,
confused, sluggish, and uncoordinated. It may take his brain from
several seconds to 15 minutes to “warm up.” Individuals differ in
how quickly they take to wake up, but it tends to be worse when
the body expected to go into deep sleep, and to get worse with
increasing sleep loss. Activities that increase circulation of warm
blood to the brain, like moderate exercise or drinking a hot bever-
age, may shorten the start-up time.

Post-Combat Stage

It is important to make up sleep debt, but experts disagree about
the amount of recovery time needed. Some say the hours of sleep
needed for recovery after sleep deprivation are less than the
amount lost. It is well known and documented that lost sleep is
not made up hour-for-hour. Most experts agree that immediately
following continuous combat, Service members should be
allowed to sleep up to 10 hours. Longer sleep periods are not
desirable because they cause “sleep drunkenness” and delay in
getting back to a normal schedule. After the first sleep period of
up to 10 hours, Service members should return to the regular
sleep routine. Sleep inertia lasting longer than 5 to 15 minutes
and increased sleepiness may occur for as long as a week follow-
ing sustained combat. Some experts recommend that 4 of the first
8 hours of recovery sleep should be at the 0200 to 0600 sleep
time, and they suggest the following guidelines for complete
recovery from the effects of sleep loss:

l 12 hours for sleep and rest after 36 to 48 hours of complete
sleep loss with light to moderate work load (fatigue may lin-
ger for 3 days).

l 24 hours for sleep and rest after 36 to 48 hours of sleep loss
with high workload (12 to 16 hours per day).
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l 2 to 3 days time off after 72 hours or more of acute sleep loss.

l As much as 5 days for sleep and rest following 96 hours or
more of complete sleep loss.

Most experts agree that 10 hours of sleep is the maximum
needed, with the additional 2 hours used for rest. It is doubtful
that a Service member could continue past 72 hours of wakeful-
ness. Should this occur, a couple of nights with 10 hours of sleep
are more beneficial than an excess of 10 hours during one sleep
period. If Service members have not slept for 36 to 48 hours or
more, they should avoid sleep of less than 2 hours, especially
between 0400 and 0600. A too-short sleep period at the wrong
time may cause a long period of sleep inertia. After 96 hours of
total wakefulness, 4 hours of sleep may provide substantial
recovery for the simpler, less-vulnerable tasks. Recovery contin-
ues with additional days of 4 hours of sleep per 24 hours. Com-
plex leadership tasks may require longer recovery sleep, but sleep
until fully satisfied is not necessary. 

Sleep loss alone does not cause permanent health problems, nor
does it cause mentally healthy people to become mentally ill.
Reduced sleep (from 8 to 4 hours) does not cause physical harm.
Hallucinations may occur, but they disappear after recovery
sleep. Clinical laboratory tests show that total sleep loss of over a
week does not pose serious health problems. It is doubtful that
Service members could stay awake for such an extended period,
and it is not suggested that Service members try to endure long
periods without rest. However, the effects of sleep loss, such as
inattentiveness and poor judgment, may be harmful (such as fall-
ing asleep at the wheel of a vehicle). 

Sleep cannot be stored in our bodies for emergency use. Sleep of
more than 7 to 8 hours before deployment does not “store up”
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excess sleep, but sleep taken immediately before a deployment
can prolong activity. Therefore, it is important to begin continu-
ous operations in a rested state. During daytime or early morning
naps, many Service members experience vivid dreams as they fall
asleep and often wake up frightened. Leaders should inform their
troops that this occurrence is both common and normal during
daytime sleep. If a single, unbroken period of 4 to 5 hours is not
available for sleep, “power naps” of 15 to 30 minutes, although
less recuperative, can be taken. Leaders must capitalize on every
opportunity for a “power nap.” Merely resting by stretching out
does not take the place of sleep. Only sleep can satisfy the need
for sleep.
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APPENDIX Q

TACTICAL ROAD MARCHES
AND ASSEMBLY AREAS

Section I. TACTICAL ROAD MARCHES

Q-1. GENERAL
The ground movement of troops can be accom-

plished by administrative marches, tactical move-
ments, and tactical marches.

Although administrative marches may break
up unit integrity they are used in rear areas
where speed and best use of transportation assets
expedite movement.

Tactical movements, as described in chapter 4,
are used when contact with enemy forces is a
possibility.

Tactical marches are normally used to move
units from rear areas to assembly areas in prepa-
ration for the conduct of a mission. Although a
company may be required to conduct a tactical
march, the platoon and company normally move
as part of the battalion.

The tactical march is conducted when speed
is essential, unit integrity must be maintained,
road nets are available, and enemy contact is
limited.

The following definitions apply to tactical
road marches and foot marches:

ARRIVAL TIME. The time the
head of a column reaches a designated
point or line.

CLEARANCE TIME. The time
the tail of a column passes a desig-
nated point or line.

COLUMN (TIME) GAP. The
space between two consecutive ele-

ments calculated in units of length
(meters) or units of time (minutes),
measured from the rear of one element
to the front of the following element.

COMPLETION TIME. The time
the tail of a column passes the release
point.

CRITICAL POINT. A selected
point along the route of march used
for reference in giving instructions;
any point along the route where inter-
ference with the troop movement may
occur.

MARCH UNIT. A unit that
moves and halts at the command of a
single commander — normally one of
the smaller troop units such as a pla-
toon or company.

PACE SETTER (VEHICLE). A
vehicle in the lead element and re-
sponsible for regulating speed.

PASS TIME. The time between
the movement of the first element past
a given point and the movement of the
last element past the same point.

RATE OF MARCH. The average
kilometers-per-hour traveled.
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RELEASE POINT. A well-
defined point on a route at which the
elements composing a column return
to the authority of their respective
commanders.

SERIAL. A grouping of march
units under a single commander. It
is usually a battalion, brigade, or
larger unit. For convenience in plan-
ning, scheduling, and control, it is
given a numerical or alphabetical
designation.

START POINT. A well-defined
point on a route where the elements of
the move come under the control of the
movement commander. It is at this
point that the column is formed by the
successive passing of each of the ele-
ments in the column.

VEHICLE DISTANCE. The
space between two consecutive vehi-
cles of an element in the column.

ORGANIZATION OF A MARCH
COLUMN. Depending on the size and
number of units conducting the move,
the battalion is normally formed as a
serial with companies and elements of
headquarters and headquarters com-
pany formed into march units. The en-
tire column is organized into an
advance party, main body, and trail
party. The advance party consists of a
reconnaissance element and a quar-
tering party the trail party is made
up of maintenance, recovery, and med-
ical elements; and the main body is
made up of the rest of the force.

VEHICLE DISPERSION. The
move can be conducted with vehicles
traveling in close column, in open col-
umn, or by infiltration. Which method
to use is determined by the degree of
control required to maintain a cohe-

sive unit, and by the terrain that is be-
ing traveled — for example, open
terrain requires more dispersion than
close terrain.

In close column, vehicles are spaced approxi-
mately 25 meters apart during daylight. At night,
and during reduced visibility vehicles are spaced
so that the driver and TL can see the two lights
in the blackout marker of the vehicle ahead, if not
the vehicle itself. This method takes maximum
advantage of traffic capacity of routes but pro-
vides little dispersion. Close column is normally
used for marches during darkness, and under
blackout conditions, and to move rapidly through
urban areas to insure integrity and control of the
column.

In open columns, the distance between vehi-
cles is increased to provide greater dispersion. Ve-
hicle distance varies from 50 to 100 meters. The
increased distance provides greater protection
against air and artillery fires, and ground attack
by small enemy forces. It also allows the command
vehicle and other vehicles not restricted by march
orders to pass the column without disrupting its
organization.

During a move by infiltration, vehicles are
dispatched individually as small groups, or at ir-
regular intervals at a rate that will keep traffic
density down and prevent undue massing of ve-
hicles. Infiltration provides the best possible de-
fense against enemy observation and attack. It
is suited for tactical road marches when enough
time and road space are available and when max-
imum security, deception, and dispersion are
desired.

When vehicles are farther apart than pre-
scribed in open/closed column, they close up by
traveling at a prescribed higher speed. This
catch-up speed is normally fast enough to
allow the column to close up over a long road
distance, thus reducing the accordion effect pro-
duced by rapid changes in speed. A fixed catch-up
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speed also provides an additional satiety factor for
the march.

Q-2. CONDUCT OF THE TACTICAL
ROAD MARCH

The movement order issued by the company
commander includes information on the enemy
and friendly situations, destination, route, rate-
of-march, catch-up speed, order of march, start
point, location and time, vehicle distances, release
points, critical points, combat service support,
communications, and location of the commander
during the march. Many items of a movement
order are SOP. Along with the order, the com-
mander normally issues strip maps of the route.
A strip map is a sketch of the route of march and
contains as a minimum a start point, a release
point, and critical points and distances between
them. Strip maps should be issued to each squad
leader or TL.

Before starting, each march unit has a desig-
nated team reconnoiter its route to the start point
and determine the amount of time needed to
reach it. The company also forms a quartering
party element. It links up with the battalion quar-
tering party before moving to the new assembly
area. The company quartering party is normally
headed by the executive officer or first sergeant
and consists of representatives from platoons,
company headquarters, and attached elements as
necessary The platoon sergeant and other desig-
nated persons may be assigned this duty. The bat-
talion and company quartering parties move to
the new assembly area before the main body
moves. The quartering parties normally move by
infiltration. Quartering party activities are a
matter of SOP but should include:

Securing the new assembly area.
Searching for indications of en-

emy activity.
Looking for mines and booby

traps.
Selecting routes to platoon loca-

tions.
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Selecting initial vehicle positions.
Selecting initial machine gun and

Dragon positions.
Meeting platoons at the company

release point and guiding vehicles into
position.

Although some movement and lining up may
be required before starting the move to the start
point, ideally vehicles move from their positions
directly into their proper place in the march unit.

without stopping, arrive there on time, and pass
through the start point at the proper speed and
interval between vehicles.

During the move, the crew of each carrier
maintains 360-degree observation around the ve-
hicle. The driver observes forward, the squad
leader observes to the left of the caliber .50 ma-
chine gun, and the gunner observes to the right of
the caliber .50 machine gun. Troops inside the
cargo hatch observe to the left, right, and rear

The march unit should proceed to the start point depending on their location.

Within the patoon column, each vehicle is as- their sector. The assignment of sectors of fire, cou-
signed a sector of fire for the move. Each vehicle pled with the capability of firing from the cargo
orients its caliber .50 machine gun and/or Dragon hatch, provides the platoon with 360-degree secu-
so that they can rapidly fire on targets within rity while on the move.
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During the move, the platoon must be pre-
pared to take action if attacked by enemy air,
artillery, or ground forces. Passive measures
against enemy air include:

Maintaining proper interval be-
tween vehicles.

Staggering vehicle positions with-
in the column to avoid linear patterns.

Camouflaging vehicles.
Maintaining air observation.

If attacked by enemy air, vehicles in the col-
umn move from the axis of attack, either occu-
pying covered and concealed positions or
continuing to move, maintaining an evasive
course. The unit also engages the aircraft with
all available weapons.

If the column receives indirect fire during the
move, button-up the vehicle, mask, and move
rapidly out of the impact area. Masking is nec-
essary because the enemy can use a mix of HE
and chemical ammunition to disrupt move-
ment and achieve maximum casualties. After
the company team is through the impact area,

the march unit commander will start unmask-
ing procedures.

If engaged by enemy ground forces while on
a tactical road march, vehicles attempt to con-
tinue movement, or the platoon leader may
elect to assault the enemy or fix the enemy for
other forces to attack.

Because the primary mission of the unit is to
move to a new location in preparation for future
operations, additional actions against ground
forces depend on the size of the enemy force and
instructions from the company team/march unit
commanders. If the enemy force consists of
snipers or other disruptive forces equipped with
small arms, the commander may pass through
the force or dispatch a platoon to eliminate it. If
the force is larger and presents a danger to the
task force as a whole, fragmentary orders may be
issued for march unite to leave the route of march,
move to covered and concealed positions, and con-
duct a hasty attack as if conducting a movement
to contact.

A march unit can conduct the kinds of halts:
scheduled, unscheduled, and vehicle breakdown.
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Scheduled halts are planned for maintenance
and rest, or to comply with higher level time
schedules. At scheduled halts, vehicles pull to the
aids of the road but still maintain march distance
between vehicles. Dismount teams dismount and
establish local security.

Unscheduled halts are caused by unforeseen
developments such as obstacles, ambushes, or
other enemy activity forward of the platoon which
prohibits further movement. If off-road movement
is possible, the company team forms a coil for
hasty perimeter defense. Platoons occupy a sector
of the coil using the clock system. If off-road
movement is not possible, the company team
forms a herringbone. Dismount teams dismount
in heavily wooded areas to improve local security.

When a vehicle becomes disabled and cannot
continue the move, the TL directs the driver off
the road, so as not to impede traffic. If the vehicle
blocks the road, it is towed or pushed away to clear
the road. Once the vehicle is clear of the road, the
carrier team attempts to repair the vehicle while
the dismount team establishes security provides
guides, and directs traffic. The platoon to which
the disabled vehicle belongs normally continues to
move. If the crew gets the vehicle repaired and if
the march unit has not passed completely the
crew and vehicle rejoin the march unit at the tail
end. If the march column has passed, or the crew
could not repair the vehicle, the vehicle waits for
the serial’s trail party. The trail party repairs the
vehicle or it tows the vehicle to the battalion as-
sembly, area (location of battalion trains). (On oc-
casion, when fighting strength is critical, the
platoon will crossload the disabled vehicle’s dis-
mount teams and squad leader.)

NOTE: If the platoon leader’s carrier is
disabled, the platoon leader moves to
another vehicle. If space is available,
the FO team should be crossloaded.

On arrival at the battalion RP, the leader of the
company team’s quartering party moves from a
concealed position and guides the march unit to
the company RP. Platoon guides direct the pla-
toon’s vehicle to their general locations, where the
squad leaders (TLs) assume control and select ve-
hicle positions. Vehicles should not stop on roads
or in open fields, but should move directly into
concealed positions. Normally the first platoon in
the column is guided to positions farthest away
from the entrance into the assembly area. Suc-
ceeding platoons should move as far as possible
into the assembly area, with the last platoon clos-
ing and securing the entrance.

If the company team must move into an unpre-
pared assembly area, the clock system can be
used to rapidly establish a perimeter defense and
road security Normally direction of movement is
12 o’clock. The lead platoon usually takes up a
third of the perimeter in the sector from 10
o’clock to 2 o’clock with succeeding platoons
breaking off left and right, according to the com-
pany’s SOP.

When movement into an assembly area is con-
ducted at night, platoon guides must use easily
recognizable visual signals to insure that the ve-
hicles follow the proper guides. Use of different
colored flashlight lenses is one method of identify-
ing platoon guides.

Section II. ASSEMBLY AREAS

Q-3. GENERAL
An assembly area (AA) is occupied by a unit to provide access to routes forward. Even though an

prepare for future operations. The mechanized in- AA is not expected to be a battle position, an all-
fantry platoon normally occupies a portion of the round defense is organized with men and equip-
company team AA. The AA is on defensible ment positioned or dug into provide security from
ground. It should provide concealment, room for ground and air attack. The amount of preparation
dispersion, and good internal routes, as well as at an AA depends on the unit’s intended stay
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Leaders insure that personnel continue to im-
prove positions until the unit moves.

Priority of work at an AA is normally a matter
of SOP, but it may be part of the movement or
operation order. Although commanders may have
differing priorities, the following are normally in-
cluded, in the order listed:

(1) Establish local security by dis-
patching OPs, which should have wire
communications with the platoon and
be equipped with the M8 chemical-
agent alarm. At platoon positions, lo-
cal security is further achieved by
alternating troops from work to
watching, thus keeping roughly half
the force providing security.

(2) Position vehicles and crew.
served weapons where they can best
be employed. If Dragons cannot be em-
ployed because of terrain restrictions,
they should not be dismounted.

(3) Establish communications
within the platoon and to the company
CP. The platoon sets up a hot loop, con-
necting the squads to the platoon
leader’s vehicle by telephone (TA1). To
speed the establishment of telephone
communications, the platoon leader
can take a member of the platoon
headquarters element with him to the
company CP. As he returns to the pla-
toon AA, a land telephone line can be
reeled out from the company CP back
to his vehicle. Also, the platoon leader
has a person who knows where the
company CP is should a messenger be
needed. In the AA, radio use at pla-
toon and squad level should be re-
stricted to radio listening silence.

(4) Position remaining squad
members. As in the defense, the
remaining squad members are posi-
tioned to provide security for crew-
served weapons, to cover dead space,

and to cover avenues of approach. Dis-
mounted troops should prepare hasty
fighting positions initially. The follow-
ing is required:

Clear fields of fire.
Tie in fires between squads

and platoons so that uncovered
gaps do not exist in the defense.

Prepare range cards for
vehicle-mounted weapons and
dismounted crew-served weap-
ons. Prepare a platoon sector
sketch and forward a copy to the
company CP.

Camouflage positions by
using the appropriate camou-
flage screens for vehicles and
natural material for infantry
fighting positions.

(5) Once the basics are accom-
plished, alternate squad rest periods
while working to improve the defense.
Improve the defense by digging fight-
ing positions and providing overhead
cover, setting out remote sensors, and
establishing security patrols.

Q-4. ACTIONS IN ASSEMBLY AREAS
Assembly areas provide the unit a secure defen-

sible position where the unit can prepare for future
operations. During and after the establishment of
the defense, the following activities may take
place:

Leaders receive and issue orders.
The unit maintains its equipment

and weapons.
Personnel conduct personal hy-

giene.
Leaders inspect.
The unit is resupplied to include dis-

tribution of ammunition and refueling
of vehicles.
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The unit rehearses critical aspects of
the upcoming operation.

Weapon systems are checked and
small arms are test fired, if possible.

Troops eat and rest.
The unit continues to improve its

defenses.
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advance. FM 101-5-1 discusses these control measures in detail and
provides examples of their use.

f. Attacks During Limited Visibility. Attacks during limited visibility
achieve surprise, avoid heavy losses, cause panic in a weak and disorgan-
ized enemy, exploit success, maintain momentum, and keep pressure on
the enemy. Platoons and squads attack whenever possible during limited
visibility. Darkness, fog, heavy rain, falling snow, and the smoke and dust
of combat create limited visibility conditions that allow infantry platoons
and squads to move undetected.

(1) Fundamentals. The fundamentals for a daylight attack apply to
limited visibility attacks. Limited visibility attacks rcquire-

• Well-trained squads.
Ž Natural light sufficient to employ night vision devices.
• A simple concept with sufficient control measures.
• Detailed, successful reconnaissance of the objective,

routes, passage points, support-by-fire positions, and
other key locations.

(2) Considerations Leaders must consider the increased difficulty during
limited visibility operations in performing the following:

• Controlling the movement of individuals and squads.
• Identifying targets and controlling direct and indirect fires.
• Navigating and moving.
• Identifying friendly and enemy soldiers.
• Locating, treating, and evacuating casualties.
• Locating and bypassing or breaching enemy obstacles.

1-8. DEFENSE
This paragraph describes the characteristics of defensive operations, the
role of the commander's concept in focusing the efforts of platoons and
squads in the defense, and other considerations for planning defensive
operations.  Defensive operations arc characterized by preparation, dis-
ruption, concentration, and flexibility. Platoons and squads normally
defend as part of a larger force to disrupt, disorganize, delay, or defeat an
attacking enemy, deny an area to an enemy, or protect a flank.  They may
also defend as a part of a larger unit in a retrograde operation. The
challenge to the defender is to retain the initiative, that is, to keep the
enemy reacting and unable to execute his own plan.

a. Initiative in the Defense. Since the enemy decides the time and
place of the attack, leaders seize and retain the initiative in the defense
through careful planning, preparation, coordination, and rehearsal.
Leaders plan and establish the defense to find the enemy first, without
being found; fix the enemy with obstacles and fires; locate or create a
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merely by a desire for independent action. Leaders must be resourceful
enough to adapt to situations as they are, not as they were expected to be.

c. Platoon and squad leaders also must effectively control their
subordinates. Control restricts command. Generally, increased control
leads to less application of command. Not all control is bad or counter-
productive. For example, common doctrine is a form of control in that all
leaders expect their subordinates to understand and apply the tenets of
doctrine.  Another common source of control is the use of graphics for
operation overlays.  While optional and situationally -dependent, these
arc restrictive and must be reviewed by the leader before implementation.
Each control measure must have a specific purpose that contributes to
mission accomplishment. If it dots not pass this purpose test, it unneces-
sarily restricts freedom of action and should not be used.

d. Control is necessary to synchronize the actions of elements par-
ticipating in an operation. The more complex the operation, the greater
the amount of control needed. The challenge to leaders is to provide the
minimal amount of control required and still allow for decentralized
decision making in each situation.

(1) Mission tactics requires that leaders learn how to think rather
than what to think. It recognizes that the subordinate is often the only
person at the point of decision who can make an informed decision.
Guided by the commander's intent, the mission, and the concept of the
operation, the leader can make the right decision.

(2) At platoon and squad level useful forms of control include
common doctrine, mission, concept of the operation, time, and control
measures.

(a) Doctrine, especially the form of battle drills and unit SOPs that
prescribe a way of performing a task, provides an element of control. By
limiting the ways in which a task is performed to standard, battle drills and
unit SOPs provide a common basis for action: allow for quick, practiced
response; decrease the probaoiltiy for confusion and loss of cohesion; and
reducr the number of decisions to the essential minimum.

(b) The mission statement of the platoon is also a form of control.
Its purpose provides the basis for decision and allows freedom of action.
Its task provides a basis for establishing the main effort and focuses all
other actions toward mission accomplishment.

(c) The concept of the operation identifies the main and supporting
efforts for the higher unit and describes how a commander sees the
execution of the operation. This allows the maximum possible freedom
of action for the subordinate leader tasked with executing the main effort.
Leaders executing the supporting effort will have less freedom of action
because they must key their actions on the main effort. The concept of
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the operation also details the control of fires and other combat multipliers
which must be synchronized and focused on the main effort.

(d) Leaders use time to control units or individuals by establishing
specifically when a task should begin or be complete.  Control using time
is especially critical when the platoon’s actions must be synchronized with
other units or supporting elements.

(c) Another source of control is the use of control measures. These
include instructions to subordinate units, fire commands, and the use of
ooperational graphics in overlays. While normally optional and situation-
ally-dependent, control measures are potentially restrictive and must be
reviewed by leaders before incorporating them into their plans. To ensure
the proper amount of control, each control measure must have a specific
purpose that contributes to mission accomplishment.  If it dots not pass
(his test, it unnecessarily restricts freedom of action and should not be
used.

e. Platoon and squad leaders usc mission tactics to accomplish the
mission. They give orders and instructions that communicate the higher
commander's intent; the mission (task and purpose) of the unit; and the
concept of the operation, to include control measures. They also use
mission tactics to ensure that subordinates understand that they are
expected to use initiative in making decisions when the situation is no
longer what it was expected to be.

2-2 TROOP-LEADING PROCEDURE
Troop leading is the process a leader goes through to prepare his unit
to accomplish a tactical mission. It begins when he is alerted for a
mission. It starts again when he receives a change or a new mission.
The troop-leading procedure comprises the steps listed below. Steps
3 through 8 may not follow a rigid sequence. Many of them may be
accomplished concurrently .  In combat, rarely will leaders have enough
time to go through each step in detail. Leaders must use the procedure
as outlined, if only in abbreviated form, to ensure that nothing is left
out of planning and preparation, and that their soldiers understand the
platoon’s and squad’s mission and prepare adequately. They continu-
ously update their estimates throughout the preparation phase and
adjust their plans as appropriate.

STEP 1. Receive the mission. STEP 5. Reconnoiter.
STEP 2. Issue a warning order. STEP 6. Complete the plan.
STEP 3. Make a tentative plan. STEP 7. Issue the complete order.
STEP 4. Start necessary STEP 8. Supervise.

movement.
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c. STEP 3. Make a Tentative Plan. The leader develops an estimate
of the situation to use as the basis for his tentative plan. The estimate is
the military decision making process. It consists of five steps: detailed
mission analysis, situation analysis and course of action development,
analysis of each course of action, comparison of each course of action, and
decision. The decision represents the tentative plan. The leader updates
the estimate continuously and refines his plan accordingly. He uses this
plan as the start point for coordination, reconnaissance, task organization
(if required), and movement instructions. He works through this problem
solving sequence in as much detail as time available allows. As the basis
of his estimate, the leader considers the factors of METT-T:

(1) Mission. The leader considers his mission as given to him by his
commander. He analyzes it in light of the commander's intent two
command levels higher, and derives the essential tasks his unit must
perform in order to accomplish the mission.

(2) Enemy. The leader considers the type, size, organization, tactics,
and equipment of the enemy he expects to encounter. He identifies their
greatest threat to his mission find their greatest vulnerability.

(3) Terrain. The leader considers the effect of terrain and weather on
enemy and friendly forces using the guidelines below (OCOKA):

(a) Observation and fields of fire. The leader considers ground that
allows him observation of the enemy throughout his area of operation.
He considers fields of fire in terms of the characteristics of the weapons
available to him; for example, maximum effective range, the requirement
for grazing fire, and the arming range and time of flight for antiarmor
weapons.

(b) Cover and concealment. The Ieader looks for terrain that will
protect him from direct and indirect fires (cover) and from aerial and
ground observation (concealment)

(c) Obstacles. In the attack, the leader considers the effect of restric-
tive terrain on his ability to maneuver. In the defense, he considers how
he will tie in his obstacles to the terrain to disrupt, turn, fix, or block an
enemy force and protect his own forces from enemy assault.

(d) Key terrain. Key terrain is any locality or area whose seizure or
retention affords a marked advantage to either combatant. The leader
considers key terrain in his selection of objectives, support positions, and
routes in the offense, and on the positioning of his unit in the defense.

(c) Avenues of approach. An avenue of approach is an air or ground
route of an attacking force of a given size leading to its objective or key
terrain in its path. In the offense, the leader identifies the avenue of
approach that affords him the greatest protection and places him at the
enemy’s most vulnerable spot. In the defense, the leader positions his key
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Figure 2-2. Example operation order (continued).
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(a) As it passes through the assault position, the platoon deploys into
its assault formation; that is, its squads and fire teams deploy to place the
bulk of their firepower to the front as they assault the objective. A platoon
sometimes must halt to complete its deployment and to ensure synchro-
nization so that all squads assault at the designated time.

NOTE: Platoons should avoid halting in the assault position, because it
is dangerous and may cause the loss of momentum.

(b) The assaulting squads move from the assault position and onto
the objective. The platoon must be prepared to breach the enemy’s
protective obstacles.

(c) As the platoon moves beyond the obstacle, supporting fires should
begin lifting and shifting away from the objective. Both direct and indirect
fires shift to suppress areas adjacent to the objective, to destroy enemy forces
retreating, or to prevent enemy reinforcement oft he objective.

c. Assaulting the Objective. As the platoon or its assault element
moves onto the objective, it must increase the volume and accuracy of
fires. Squad leaders assign specific targets or objectives for their fire
teams. Only when these discreet fires keep the enemy suppressed can the
rest of the unit maneuver. As the assault element gets closer to the enemy,
there is more emphasis on suppression and lesson maneuver. Ultimately,
all but one fire team may be suppressing to allow that one fire team to
break in to the enemy position. Throughout the assault, soldiers use
proper individual movement techniques, and fire teams retain their basic
shallow wedge formation. The platoon does not get “on-line” to sweep
across the objective.

d. Consolidation and Reorganization. Once enemy resistance on the
objective has ceased, the platoon must quickly take steps to consolidate
and prepare to defend against a counterattack.

(1) Consolidation techniques. Platoons use either the clock technique
or the terrain feature technique in consolidating on the objective.

NOTE: All-round security is critical. The enemy might counterattack
from any direction. The platoon leader must evaluate the terrain
thoroughly.

(a) Clock technique. In using this method, the platoon leader
designates either a compass direction or the direction of attack as
12 o’clock. He then uses clock positions to identify the left and right
boundaries for squads. The platoon leader positions key weapons
along the most likely avenue of approach based on his assessment
of the terrain. (See Figure 2-34.)
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Ž
Ž
Ž

Reinforce other parts of the company.
Counterattack locally to retake lost fighting positions.
Withdraw from an untenable position using fire and movement
to break contact. (The platoon leader does not move his
platoon out of position if it will destroy the integrity of the
company defense. All movements and actions to reposition
squads and platoons must be thoroughly rehearsed.)

NOTE: In any movement out of a defensive position, the platoon MUST
employ all direct and indirect fire means available to suppress the
enemy long enough for the unit to move.

g. Consolidate and Reorganize.
(1) The platoon—
Ž Reestablishes security.
Ž Remans key weapons.
Ž Provides first aid and prepares wounded soldiers

for MEDEVAC.
ŽRepairs damaged obstacles and replaces mines (Claymore)

and booby traps.
ŽRedistributes ammunition and supplies.
ŽRelocates selected weapons to alternate positions if leaders

believe that the enemy may have pinpointed them during the
attack. Adjusts other positions to maintain mutual support.

ŽReestablishes communications.
ŽReoccupies and repairs positions, and prepares for renewed

enemy attack.
(2) Squad and team leaders provide ammunition, casualty, and equip-

ment (ACE) reports to the platoon leader.
(3) The platoon leader—
Ž Reestablishes the platoon chain of command.
ŽConsolidates squad ACE and provides ACE report to the

company commander.
(4) The platoon sergeant coordinates for resupply and supervises the

execution of the casualty and EPW evacuation plan.
(5) The platoon continues to improve positions. The platoon quickly

reestablishes OPs and resumes patrolling as directed.
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machine guns and antiarmor weapons. They are also positioned to
cover obstacles, provide security, cover gaps between units, or provide
observation.

2-19. RANGE CARDS
A range card is a record of the tiring data required to engage predetermined
targets within a sector of fire during good and limited visibility. Every direct-fire
weapon gunner must prepare a range card (DA Form 5517-R, Standard Range
Card). Two copies of the range card are prepared. One copy stays at the position
and the other is sent to platoon headquarters. Range cards are prepared for
primary, alternate, and supplementary poisitions. Range cards are prepared
immediately up arrival in a position, regardless of the length of stay, and
updated as necessary. The range card is prepared in accordance with the FM
for the specific weapon. The range card has two sections-a sector sketch
section and a data section. A blank form for local reporduction on 8 1/2- by
11-inch paper is at the back of this manual General preparation instructions
are as follows See Figure 2-40 for examples of completed DA Form 5517-R
for a machine gun and Dragon.

a. The marginal information at the top of the card is listed as follows.
(1) SQD, PLT CO. The squad, platoon, and company designations

are listed. Units higher than company are not listed.
(2) MAGNETIC NORTH. The range card is oriented with the

terrain and the direction of magnetic north arrow is drawn.
b. The gunner's sector of fire is drawn in the sector sketch section. It

is not drawn to scale, but the data referring to the targets must be accurate.
(1) The weapon symbol is drawn in the center of the small circle.
(2) Left and right limits are drawn from the position. A circled “L”

and “R” are placed at the end of the appropriate limit lines.
(3) The value of each circle is determined by using a terrain feature

farthest from the position that is within the weapon’s capability. The
distance to the terrain is determined and rounded off to the next even
hundredth, if necessary. The maximum number of circles that will divide
evenly into the distance is determined and divided. The result is the value
for each circle. The terrain feature is then drawn on the appropriate circle.

(4) All TRPs and reference points are drawn in the sector. They are
numbered consecutively and circled.

(5) Dead space is drawn in the sector.
(6) A maximum engagement line is drawn on range cards for

antiarmor weapons.
(7) The weapon reference point is numbered last. The location is

given a six-digit grid coordinate. When there is no terrain feature to be
designated, the location is shown as an eight-digit grid coordinate.
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2-21. SQUAD POSITIONS
As a guideline, a squad can physically occupy a front of about 100 meters.
From this position, it can defend 200 to 250 meters of frontage. The
frontage distance between two-man fighting positions should be about
20 meters (allowing for a “lazy W“ configuration on the ground; this would
put fighting positions about 25 meters apart physically). Every position
should be observed and supported by the fires of at least two other
positions. One-man fighting positions may be located closer together to
occupy the same platoon frontage. The distance between fighting posi-
tions depends on the leader's analysis of the factors of METT-T. In
determining the best distance between fighting positions, the squad leader
must consider—

Ž The requirement to cover the squad’s assigned sector by fire.
Ž The need for security; that is, prevent infiltrations of

the squad position.
Ž The requirement to prevent the enemy from using hand

grenades effectively to assault adjacent positions, should
he gain a fighting position.

2-22. PLATOON POSITIONS
The platoon leader assigns primary positions and sectors of fire to his
machine guns and antiarmor weapons. He must personally check the lay
of each weapon. He assigns primary positions and sectors of fire to his
squads. The squad leader normally assigns the alternate positions for the
squad and has them approved by the platoon leader. Each squad’s sector
must cover its own sector of fire and overlap into that of the adjacent
squad. Flank squad sectors should overlap those of adjacent platoons.
The platoon leader also assigns supplementary positions if required. The
platoon leader may choose to position his squads in depth to gain or
enhance mutual support.

2-23. SECTOR SKETCHES
Leaders prepare sector sketches based on their defensive plan.
They use the range card for each crew-served weapon (prepared
by the gunners).

a. Squad Sector Sketch. Each squad leader prepares a sector
sketch to help him plan his defense and to help him control fire
(Figure 2-42). The squad leader prepares two copies of the sector
sketch. He gives one copy to the platoon leader and keeps the second
copy at his position. The SOP should state how soon after occupying
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the position the leader must forward the sketch. The sketch shows the
following:

Ž Squad and platoon identification.
Ž Date/time group.
Ž Magnetic north.
Ž The main terrain features in his sector of fire and the

ranges to them.
Ž Each primary fighting position.
Ž Alternate and supplementary positions.
Ž The primary and secondary sectors of fire of each position.
Ž Maximum engagement line.
Ž Machine gun FPLs or PDF.
Ž Dragon positions with sectors of fire.
Ž The type of weapon in each position.
Ž Observation posts and the squad leader’s position.
Ž Dead space to include coverage by grenade launchers.
Ž Location of NVDs.
Ž Obstacles, mines, and booby traps.

Figure 2-42. Squad sector sketch.

2-81



FM 7-8

b. Platoon Sector Sketch. The platoon leader check range cards and
squad sector sketches If he finds gaps or other flaws in his fire plan, he
adjusts the weapons or sectors as needed. If he finds any dead space, he
takes steps 10 cover it with mines, grenade launcher fire, or indirect fire.
He then makes two copies of his platoon sector sketch (one for his use;
the other for the company commander) (Figure 2-43). His sketch shows
the following:

Ž
Ž

Ž
Ž
Ž

Ž
Ž
Ž
Ž
Ž
Ž
Ž

Ž

2-24.

Squad sectors of fire.
Machine gun and antiarmor weapon positions and their
sectors of fires, to include FPLs and PDFs of the
automatic rifles/machine guns and TRPs for the antiarmor
weapons.
Maximum engagement lines for antiarmor weapons.
Mines (Claymores) and obstacles.
Indirect fire planned in the platoon’s sector of fire (targets
and FPF).
OPs and patrol routes, if any.
Platoon CP
Platton/company identification.
Dote/time group.
Magnetic north.
location of casualty collection point.
Location of NVDs/thermal sights that are part of the
limited visibility security plan.
Adjustments during limited visibility to maintain coverage
of assigned TRPs.

FIRE CONTROL MEASURES
Normally, antiarmor fires (except LAWs) are part of the battalion or com-
pany fire plan. One leader controls all antiarmor weapons firing from a single
position or into a single engagement area. Platoon leaders normally control
the fires of machine guns. Squad leaders and team leaders control, automatic
rifles, grenade launchers, and rifle tire. Platoon and squad leaders use the
following fire control measures to ensure the proper concentration and
distribution of fires.

a. Sectors. Leaders usc sectors of fire to assign responsibility and ensure
distribution of fires across the platoon and squad front. Sectors should
always overlap with adjacent sectors.

b. Engagement Areas. Leaders use engagement areas to concentrate
all available fires into an area where they intend to kill the enemy.
When conducting ambushes, units refer to the engagement areas
as a KILL ZONE.
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factors of METT-T and on his and the higher commander’s intent. The
platoon’s normal priority of work is—

Ž Establish local security
Ž Position antiarmor weapons, machine guns, and squads and

assign sectors of fire.
Ž Position other assets attached to the platoon.
Ž Establish the CP and wire communications.
Ž Designate FPLs and FPFs.
Ž Clear fields of fire and prepare range cards and sector sketches.
Ž Coordinate with adjacent units—left, right, forward, and

to the rear.
Ž Prepare primary fighting positions.
Ž Emplace obstacles and mines.
Ž Mark or improve marking for TRPs and other fire control

measures.
Ž Improve primary fighting positions such as overhead cover.
Ž Prepare alternate positions, then supplementary positions.
Ž Establish a sleep and rest plan.
Ž Reconnoiter routes.
Ž Rehearse engagments, disengagements, and any

counterattack plans.
Ž Adjust positions or control measures as required.
Ž Stockpile ammunition, food, and water.
Ž Dig trenches to connect positions.
Ž Continue to improve positions.

2-26. COORDINATION
Coordination between adjacent platoons/squads is normally from
left to right and from front to rear. Information exchanged includes
the following:

Ž Location(s) of leaders.
Ž Location of primary, alternate, and supplementary

positions and sectors of fire of machine guns, antiarmor
weapons, and subunits.

Ž Route to alternate and supplementary positions.
Ž Location of dead space between platoons and squads

and how to cover it.
Ž Location of OPs and withdrawal routes back to the

platoon’s or squad’s position.
Ž Location and types of obstacles and how to cover them
Ž Patrols to be conducted to include their size, type, limes of

departure and return, and routes.
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APPENDIX 1 (ASSEMBLY AREA PROCEDURES)
to

ANNEX C (OPERATIONS)
to

INFANTRY PLATOON TACTICAL SOP

When directed to occupy an assembly area, the platoon leader designates
a quartering party. Each squad will provide two men for the quartering
party. The platoon sergeant or selected NCO will be in charge of the
quartering party.

1. The quartering party reconnoiters the assembly area to ensure no
enemy are present and to establish initial security.

2. The quartering party determines initial positions for all platoon
elements.

3. The quartering party provides security by forcing enemy reconnais-
sance probes to withdraw and providing early warning of an enemy attack.

4. As the platoon clears the release point, quartering party members,
waiting in covered and concealed positions, move out and guide the
platoon to its initial position without halting.

5. The platoon establishes and maintains local security. The platoon
leader assigns each squad a sector of the perimeter to ensure mutual
support and to cover all gaps by observation and fire. The platoon leader
designates OPs and squad leaders select OP personnel. OPs have com-
munications with the platoon CP. OPs warn the platoon of enemy ap-
proach before the platoon is attacked.

6. The platoon leader establishes a priority of work, to include–
a. Positioning of crew-served weapons, chcmieal-agent alarms, and

designating PDF, FPL, and FPFs.
b. Constructing individual and crew-served fighting positions.
c. Setting up wire communications between the squads and the pla-

toon CP. (Radio silence is observed by the platoon.)
d. Preparing range cards.
e. Camouflaging positions.
f. Clearing fields of fire.
g. Distributing ammunition,

equipment.
h. Conducting preventative

weapons and equipment.

rations, water, supplies, and special

maintenance checks and services on

i. Preparing Dragon nightsight.
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j. Inspection platoon members and equipment.
k. Rehearsing critical aspects of the upcoming mission.
l. Test firing small-arms weapons (if the tactical situation permits).
m. Conducting personal hygiene and field sanitation.
n. Instituting a rest plan.
o. Completing the Work priorities as time permits.
7. The platoon leader conducts adjacent unit coordination. The

platoon leader assigns security patrols, if applicable. The platoon
leader establishes responsibility for overlapping enemy avenues of
approach between adjacent squads and platoons. The leaders ensure
there are no gaps between elements. The platoon leader exchanges
information on OP locations and signals. The platoon leader coordi-
nates local counterattacks.

8. The platoon leader forwards a copy of the sector sketch to the
company.
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CHAPTER 3

Movement Planning for
FOOT MARCHES

The success of the march depends upon
thorough planning that must consider the
mission, tactical situation, terrain, weather,
and participating units. A successful march
requires the unit to adhere to prescribed
routes and time schedules, to effectively
employ all available means of
transportation, and to execute assign tasks
immediately upon arrival at the
destination. Movement planning
culminates in the preparation and issuance
of a standard operation order with required
annexes—written movement orders are
rarely prepared at company level.

This chapter implements STANAG 2154 (Edition Five).

3-1. PLANNING
March planning is based on that planning conducted at battalion
level and may be organized IAW with the following sequence.

a. Receive the Mission. The unit receives the mission to
conduct a road march. The planning process begins with the
commander and staff conducting a hasty mission analysis to
determine critical times and tasks to accomplish.
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b. Preparation and Issuance of the Warning Order. To allow
subordinate units the required time to prepare for a pending
move, a warning order is issued, which contains all available
information about the march. The planning time available
determines the time of issuance and the content of the warning
order.

c. Estimate of the Situation. In the operation estimate, the
S3 considers the mission, weather, terrain, time and space
factors, available routes, available transportation, enemy
capabilities, disposition of own forces, physical condition and
training of troops, and courses of action available. The S3 then
recommends to the commander which course of action to accept.
Based upon the commander’s decision, the staff then prepares
the movement order. (See FM 101-5-1 for a detailed discussion of
the estimate of the situation.)

d. Development of Detailed Movement Plans. After the
commander has selected a course of action, an OPORD is
prepared. In developing these plans, the commander or staff
must consider the following.

(1) Column organization. To facilitate control and
scheduling, units are organized into serials and march units, and
are given an order of march.

(a) A march unit is a unit of command that moves and halts
at the command of a single commander. The march unit normally
corresponds to one of the smaller troop units such as a squad,
section, platoon, or company.

(b) A march serial (referred to as a serial) consists of one or
more march units that are organized under the senior officer and
are given a specific numerical or alphabetical designation to
facilitate control. The march units of the serial normally possess
the same march characteristics. A serial is usually a battalion or
larger unit but can be a company if marching alone.

(c) A march column (referred to as a column) consists of
elements of a command that are moving over the same route and
can consist of one or more serial. A column commander is
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designated to facilitate control. A column is normally a brigade
or larger unit but can be a battalion if marching alone.

(2) Order of march. In a tactical march, the order of march
depends on the mission, terrain, probable order of commitment
into action, and mobility of units. March units and serials are
placed in the desired order of march by scheduling the arrival of
march units at the start point.

(a) If tanks and infantry units are included in the march, they
are interspersed throughout the column to facilitate integrated
entry into combat.

(b) Artillery and mortars are placed forward and throughout
the column to ensure the support of the security forces and the
initial action of the main body.

(c) Air defense weapons are deployed throughout the
column or are moved by bounds to protect passage of critical
points.

(d) Engineer units are located well forward to facilitate the
movement of the force through obstacles along the march route.

(e) Antitank weapons can be disposed to provide protection
throughout the column. Some antitank weapons may be
employed in support of security forces.
The integration of these and other combat, combat support, and
combat service support assets may have an adverse impact on the
movement of forces.

(3) March formations. The formation for foot marches varies
depending on the routes available and the enemy situation. The
usual formation for tactical marches is a column of two files with
one file on each side of the road or in single file. The column
commander designates the side of the road on which the troops
are to march, or whether both sides of the road are to be used.
Based on the enemy ground threat, the column forms into a route
column, tactical column, or approach march.

(a) Route column. A route column is enforced when the
likelihood of ground contact with the enemy is remote.
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Administrative considerations govern movement; therefore,
units are grouped administratively for ease of movement and
control. Commanders normally move at the head of their units.
This formation is sometimes called an administrative column.

(b) Tactical column. A tactical column is enforced when
ground contact is possible. Units are grouped tactically to permit
prompt adoption of combat formations. Movement is usually
conducted over roads or trails and by the fastest means available.
March units establish local security to the flanks. Dispersion
depends on the enemy situation.

(c) Approach march. An approach march is enforced when
ground contact with the enemy is imminent. Tactical
considerations govern; therefore, elements whose contact with
the enemy is likely adopt suitable combat formations. The
commander’s main concerns are to quickly bring superior
combat power to bear against the enemy and to protect his force
against surprise. The column establishes guards to the front,
flanks, and rear, but larger forces should establish a covering
force to ensure unimpeded movement.

(4) March computations. Based on the strength, formation,
and rate of march, march unit pass time is computed. The pass
time of the marching columns, plus necessary time-distance
computations, is used to determine the completion time of the
march.

(5) Road movement table draft. Using the march
computations, a draft of the road movement table is completed.

(6) Command and control. The commander establishes
initial control of the march by designating control measures in
his road movement order. Examples of control measures are:

Start point and release point.
Other critical points along the march route (checkpoints,
passage points, and so on).
Time at which the head or tail of the column is to pass the
SP and critical points.
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Rate of march.
Order of march.
Assembly or bivouac areas.
Location of command post.
Communications for use during the march.

The commander provides for advance and quartering parties,
guides, route marking, and traffic control. Army aviation and
military police units are particularly suitable for traffic control.

(7) Plan check. Using the draft road movement table and a
road movement graph, the movement plan is checked to ensure
that it conforms to the directive of the higher headquarters and
the battalion commander’s instructions.

(8) Tactical situation. The march order should also contain a
statement of enemy situation, weather, and visibility conditions,
and if applicable:

Road restrictions.
Information obtained from route reconnaissance.
Actions on enemy contact (ground and air).
Actions at halts and for disabled vehicles.
Actions in the assembly area.
Procedures for resupply, maintenance, and feeding.
Location of leaders.
A communications plan.

Most of the information should be part of the unit’s SOP;
therefore, only exceptions to the SOP should be stated in the
OPORD.

e. Issuance of Road Movement Orders. The march order is
prepared either as an OPORD or as an annex to an OPORD.
(An example of a road movement order is contained in Appendix
D.) The OPORD is either written or issued orally, and is
accompanied by a road movement table, operation overlay, or
strip map.

(1) A road movement table, prepared as an annex to an
OPORD, provides serial commanders with arrival and clearance

3-5



FM 21-18

times at checkpoints along the route of march. It provides the
column commander with information as to the proposed
location of elements of the column at various times.

(2) An operation overlay shows the location and strength of
friendly forces involved in an operation and should show the
present location of units, route of march, critical points, and the
new location of units at the destination.

(3) A strip map is a schematic diagram of the route of march,
and shows landmarks and checkpoints with the distances
between them. It can be issued as an annex to the road movement
order and in addition to or in lieu of an overlay.

(4) An administrative order or annex can be cited or included
in the OPORD when the administrative details are too long for
inclusion in the body of the order.

f. Organization and Dispatch of a Reconnaissance Party.
Each march plan is based on a thorough ground reconnaissance,
time permitting. Map reconnaissance and aerial reconnaissance
help formulate a plan but are not substitutes for ground
reconnaissance. A reconnaissance party performs the route
reconnaissance and usually consists of a reconnaissance element,
engineer element from an attached or supporting engineer unit,
and traffic control element. When the situation dictates, NBC
survey teams may be included in the reconnaissance party. The
unit SOP establishes the composition of the reconnaissance
party, which can be modified to meet the requirements of a
specific march. The information required by the S3 from the
reconnaissance party includes:

(1) Available routes and conditions (routes may be specified
by higher headquarters).

(2) Recommended rate of march.
(3) SP and RP selections or confirmation of their suitability,

which was selected by map reconnaissance.
(4) Confirmation of the assembly or bivouac area location.
(5) Checkpoint locations on the route.
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(6) Distance between checkpoints on the route and total
distance from SP to RP.

(7) Location of obstacles and estimation of soldiers and
equipment needed to repair and maintain routes.

(8) Number of guides required and their route location.
g. Organization and Dispatch of a Quartering Party.

Quartering party members prepare anew area for the systematic
arrival of units.

(1) A battalion quartering party consists of a quartering party
commander (usually the HHC commander); an S4
representative; company representatives to include supply and
NBC personnel; and communication, security, and medical
personnel.

(2) The quartering party commander indicates the location
of major subordinate units on the ground, formulates a plan to
receive and guide units from the RP to their areas, and selects
exact locations for the battalion command and administrative
installations based on the general location of these areas selected
by the S3.

(3) Company representatives select locations for company
headquarters, platoons, feeding areas (kitchen areas, if mess is
under company control), and latrines.

(4) Communications personnel install equipment that will
ensure immediate control of units as units arrive in their assigned
areas.

(5) Medical personnel advise other quartering party
personnel on sanitation measures and select a site for the aid
station.

(6) Based on the order of march, a plan is prepared to guide
each unit over a designated route. This route begins at the RP
and extends to the unit’s new area. Guides must understand and
must rehearse the plan. This prevents congestion or delay near
the RP. The actual dispatch of the quartering party can follow
the issuance of the movement order.

3-7



CHAPTER 4

Execution of
FOOT MARCHES

The execution phase of foot marches is a
continuation of the planning phase. The
troop-leading procedure provides a
framework for feedback to the unit
commander or leader. Proper planning
ensures a smooth transition by setting up
proper task organization, security
measures, and a flexable command and
control system. Also, the successful
execution is enhanced by being able to
adapt the plan to changing situations.

Section I
CONDUCT OF THE MARCH

Proper execution of the march depends upon establishment of
an effective organization and security measures, standardized
communication means, and contingencies for reaction to enemy
contact. These ensure the foot march is flexible to changing
conditions and responsible to the needs of the commander.

4-1. ORGANIZATION FOR THE MARCH
Execution depends upon the establishment of the proper
organization and the accomplishment of critical tasks. These
ensure flexibility to changing conditions and responsiveness to
the needs of the commander. A command is organized into
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march units and further divided into march serials or march
columns (Figure 4-1 ).

a. Reconnaissance Party.
(1) The reconnaissance party reconnoiters the route to

determine travel time, capacity of underpasses and bridges, and
locations of culverts, ferries, and fords; and to identify critical
points and obstacles. Route reconnaissance can be conducted to
confirm and supplement data from map studies, higher
headquarters, and air reconnaissance. The amount of detail is
often related to speed of movement.

(2) Instructions to the party should state the type and extent
of information required, and the time and place the report is to
be submitted.

b. Main Body.
(1) Before starting a march, each march unit of a serial

reconnoiters its route to the SP and determines the exact time
for reaching it. The movement order states the time that the
serial must arrive and clear its SP. The serial commander then
determines and announces the times for march units of his serial.

(2) Arrival time at the SP is critical. Each march unit must
arrive at and clear the SP on time, otherwise movement of other
elements may be delayed. Each leader reconnoiters the route
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from his position to the SP to help him decide when his unit must
move to meet its SP time.

(3) During the movement, march units move at the constant
speed designated in the order, maintaining proper vehicle/foot
interval and column gap. Erratic increases and decreases in
speed, particularly at hills, create an accordion or whipping
effect. This could force tail elements to move at increased and
unsafe speeds to keep up with the head of the column. If the
march unit is behind schedule, it uses only the designated
catch-up speed. March units report crossing each control point
as directed by the march order. During the move, air and ground
security must be maintained.

c. Trail Party.
(1) The trail party is the last march unit in a battalion serial.

It is usually led by the BMO and consists of elements of the
maintenance platoon and medical personnel. The trail party
recovers disabled vehicles and stragglers. If a disabled vehicle
cannot be repaired or towed, the vehicle and crewmembers are
moved off the road into a secure area. The drivers/crewmembers
are left with the vehicle, along with food and water. When a
vehicle(s) is left behind, the BMO calls in the location and tells
the battalion S4 why it was left.

(2) Medical personnel attached to the trail party compose the
personnel evacuation section. This section is responsible for
recovering stragglers from the march column that require
medical care. Company medical aidmen try to maintain march
unit discipline by treating casualties within their ability, but they
must not allow stragglers to delay them or the progress of the
foot march. The trail party’s personnel evacuation section must
have troop-carrying assets to pickup and treat stragglers from
the various march units within the battalion serial. Once the trail
party picks up a straggler, the S1 should be notified to maintain
accountability.
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(3) When the trail party completes the road march, the
battalion’s first priority is to recover vehicles left behind and to
return stragglers to parent units. A tactical road march is not
complete until all march units, vehicles, and personnel are
accounted for.

4-2. SECURITY
During the march, the companies maintain security through
observation, weapon orientation, dispersion, and camouflage.
Commanders assign sectors of observation to their troops so that
there is 360-degree observation. Main weapons throughout the
column are oriented on specific sectors. The first elements cover
the front, following elements cover alternate flanks, and the last
element covers the rear.

a. Planning for and implementing air defense security
measures are imperative to reduce the battalion’s vulnerability
to enemy air attack. The battalion commander must be able to
integrate into his fire plan the ADA assets allocated to him.
Furthermore, he must ensure that all passive and active air
defense measures that could be implemented at company level
are well planned and used.

(1) Passive measures include the use of concealed routes and
assembly areas, movement on secure routes, night marches,
increased intervals between elements of the columns, and
dispersion when under attack.

(2) Active measures include the use of organic and attached
weapons in accordance with the unit air defense plan during
marches.

NOTE: Each vehicle in a motor march has an air guard to
provide air security. Specific vehicles may be designated as
air guard vehicles performing air rather than ground
observation.
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b. Scheduled halts preplanned along the march route for
maintenance and rest, or to follow higher-echelon movement
orders. They should be located on defensible, covered, and
concealed terrain. During scheduled halts, vehicles/soldiers pull
to the side of the road while maintaining march dispersion. Local
security, to include at least one OP for each platoon, is
immediately established, and drivers perform during-operation
maintenance checks. OPs should not be established outside the
range of small arms and should be readily retrievable so that the
unit is ready to move at a moment’s notice.

c. Unscheduled halts and actions may be caused by
unforeseen developments such as obstacles, traffic congestion,
or equipment failure. If a halt is necessary, the march column’s
first priority is to establish security and to have each unit form a
hasty perimeter.

d. Obstacles that are reported by the reconnaissance party
should be bypassed, if possible. If they cannot be bypassed, the
lead march unit assumes a hasty defense to cover and overwatch
while engineers remove the obstacle. As the lead march unit
removes the obstacle, the other march units move slower or
move off the road to closely monitor the battalion command net.

4-3. REACTION TO ENEMY CONTACT
If the battalion is attacked by indirect fire during the road march,
the unit in contact continues to move. The remainder of the
battalion attempts to bypass the impact area (Figure 4-2).

a. If the battalion is attacked by hostile aircraft during the
march, the march unit that is attacked assumes a quick defensive
posture or perimeter (whichever is best for the terrain) and
immediately engages the attacking aircraft with all available
weapons. The rest of the battalion moves to covered and
concealed areas.
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b. Ambushes are fought through without delay. If the
battalion is ambushed, the march unit in the kill zone increases
speed, fights through, and reports the ambush. The battalion
commander may order a march unit already beyond the kill zone
to return to the ambush site (Figure 4-3). The march unit
conducts a hasty attack to clear it of enemy or establishes a
blocking position on the far side of the kill zone while a following
march unit conducts the hasty attack. Follow-on march units may
also be ordered to aid in extracting the ambushed march unit
from the kill zone either through assault by fire or by direct
assault on the ambush position.

c. Disabled vehicles must not obstruct traffic. They are
moved off the road, and their status is reported immediately.
Security is established and guides are posted to direct traffic. If
the operator repairs the vehicle, the vehicle rejoins the rear of
the column. If the operator cannot repair the vehicle, trail party
maintenance elements pick it up.
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4-4. COMMUNICATIONS
Messengers are the primary means of communication during
tactical marches, but visual signals and road guides can also be
used. Since the enemy has good direction-finding equipment,
radio is used only in emergencies and when no other means of
communication can be used.

a. Road guides can also be used to pass messages from one
march unit to a following march unit. Because of the need to stay
off the radio, road guides are needed to control the speed of
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march units and their intervals. When used, they should be given
enough information to control movement. The amount of
information given depends upon the friendly and enemy
situation.

b. The information that messengers or road guides can give
to other passing units includes:

A strip map update.
The number, sequence, identification, and composition
of march units.
Expected arrival time and clearance time for march units
passing the positions of the guides.
Recognition signals.
How guides are to be positioned, who will pick them up,
and when.
Instructions for linking up with the parent unit upon
completion of road guide duties.
Special instructions for the guides to pass on to march
unit commanders to include details of the route and any
changes.

c. Visual communication means include flashlights, lanterns,
luminous markers, panel sets, flags, pyrotechnics, smoke, and
arm-and-hand signals. The use and meaning of visual signals are
standardized to avoid misunderstandings. The road movement
order contains instructions for use in specific situations.

d. Sound communications include voice, whistles, horns, and
gongs, which can be used to assemble troops upon completion
of halts or to warn troops of an enemy air or chemical attack.
Sound signals normally are standardized and can be included in
the unit SOP if their use is routine.

4-5. HALTS
During a march, halts are enforced routinely to rest personnel
and adjust equipment. They are regulated by SOP or by the road
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movement order. Unit commanders are promptly notified of the
time and approximate length of unscheduled halts.

a. Day marches should end early to provide troops with rest
and time to prepare for the next day’s activities. Midday heat or
enemy action can require the unit to make long daylight halts or
night marches. At long halts, each unit moves to a planned
location near the route of march.

b. Under normal conditions, a 15-minute halt provides rest
for soldiers after the first 45 minutes of marching. Following the
first halt, a 10-minute halt is enforced for every 50 minutes of
marching. Variations of time schedules are required if a halt time
occurs when passing through a built-up area, or when cover and
concealment are required but not available. On extended or long
marches, variations in the time schedule should be kept to a
minimum. Units establish observation posts and patrols for
security during halts.

c. All units in the column should be halted at the same time.
At the halt signal, troops should move to the sides of the road
while staying close to their unit. If the situation permits, soldiers
should remove or loosen their gear and sit or lie down with their
feet elevated for optimum relaxation. Commanders inspect
soldiers and equipment during halts, and aidmen administer
medical treatment if needed.

d. Soldiers who relieve themselves should dig individual
cat-hole latrines and cover them immediately after use. They can
dig straddle trenches during noon halts and while occupying
bivouac or assembly areas.

4-6. ACCORDION EFFECT
An accordion effect in marching is caused by changes in the rate
of march and most often occurs as lead elements of a unit ascend
or descend terrain, or pass through critical points along the
march route. A change in the rate of march increases as it passes
down the column, so that the rear elements must either double
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time to maintain the distance or be left far behind. Thus, a minor
change of rate at the head of the column becomes magnified by
the time it reaches the tail of the column. The best method for
reducing the accordion effect is for lead elements to slow their
rate of march after passing obstacles to permit rearward
elements to maintain distances without running. The accordion
effect can also be reduced by lengthening or shortening the step,
or by taking up the slack to maintain the prescribed distance
between soldiers.

4-7. DISTANCES BETWEEN UNITS
Terrain, weather, and the enemy situation influence distances
between soldiers and units during a march. Distances should
sustain march efficiency and reduce the effects of accordion
action, which usually results when marching over hills or difficult
terrain. Normal distances are usually included in the unit SOP
as a guide to commanders.

a. Distances Between Men. When soldiers march on roads in
the daytime, the distances between them vary from 2 to 5 meters
to provide dispersion and space for marching comfort. A
distance in excess of 5 meters increases the length of the column
and hinders control. At nighttime, the distances should be
reduced to 1 to 3 meters between soldiers to assist in maintaining
contact and facilitating control. The tactical situation could
require changes to these distances—for example, if the march
route is within range of enemy artillery fire, the maximum
distances should be used.

b. Distances Between Units. Normally, distances are 100
meters between companies and 50 meters between platoons.
During reduced visibility, the distances can be decreased to 50
meters between companies and 25 meters between platoons to
facilitate control. In the daytime or when the column is marching
within the range of enemy artillery, the distances should be
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increased IAW the situation and the amount of control required.
These distances permit vehicles to pass the column.

4-8. NUCLEAR, BIOLOGICAL, CHEMICAL
The battalion commander must include in his plan road marches
and assembly areas on the integrated battlefield. He must also
consider chemical, biological, and nuclear attacks. These
planning considerations should include: properly distributing
NBC protective and decontamination materials and ensuring
locations are known, establishing and maintaining proper MOPP
level, and avoiding contaminated areas.

a. If a unit must cross a chemically contaminated area—
Use MOPP4.
Avoid moving through underbrush.
Stay on hard-surface roads.
Ensure soldiers are issued NAAK-MK 1 auto injectors.
Cover as much equipment as possible.
Avoid vehicle tracking (stagger vehicles in the column)
to reduce secondary contamination from dust or debris
created by vehicles.
Avoid low areas.
Avoid moving early or late in the day.
Decrease speed to reduce dust or mud.
Increase vehicle intervals.
Scrape dirt-road surfaces with a dozer to clear the road
of surface contamination.

b. If a unit must cross a nuclear contaminated area—
Wear BDUs with sleeves rolled down and the top collar
buttoned, along with a scarf or handkerchief over the
nose and mouth.
Avoid disturbing road dust.
Ensure that the unit’s radiac equipment is used by march
units.
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Dampen hardtop roads before traveling.
Dampen dirt roads to prevent disturbing contaminated
dust.
Use dosimeters throughout the march to measure the
total dose soldiers receive.

c. Detailed planning for the decontamination of march units
must be accomplished to reduce losses and excessive delays.
Every effort should be made to avoid contaminated areas.

Section II
PERSONNEL DUTIES

This section discusses the minimum duties of individuals at the
company level.

4-9. COMPANY COMMANDER
The company commander has a variety of duties before, during,
and after the march.

a. Before the March. The company commander issues the
warning order in time to allow the subordinate leaders and their
soldiers to prepare for the march. He conducts reconnaissance
of the route to the SP to determine the length of time it will take
the company to arrive there from its present area. (If the
company is marching alone, the commander selects the route of
march and directs a reconnaissance.) Then he prepares a march
plan and issues the road movement order. The order is based on
the order received from battalion; however, if the company is
marching alone, the order is prepared by the company. The order
can include, but is not limited to, the following:

Enemy situation.
Friendly situation.
Purpose of the march.
Units participating.
March objective.
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Order of march.
Rate of march.
Route of march.
Start point and time.
Release point.
Instructions concerning march, water, light, and
communication discipline.
Formation time, based on time distance to start point.
Uniform and equipment to include water and rations to
be carried.
Location of march collecting posts.
Designation of personnel for straggler identification and
control.
Command and control.

NOTE: See Appendix B for an example of a battalion road
movement order.

The company commander issues instructions concerning
personnel who will not march with the unit but will either be left
behind or transported to the destination. He supervises
preparation for the march. He forms his company at the
scheduled time and conducts an inspection to ensure that
uniforms and equipment are as prescribed and are worn
properly.

b. During the March. The company commander usually
marches at the head of the company to the SP, after which he
moves to a point in the column where he can effectively supervise
the march. During the march, he supervises the rate of
movement, company formation, appearance of troops, and
adjustment of packs, weapons, and other equipment. The
commander maintains control by using voice, messenger, and
radio communications. Periodically, he checks the march rate
and distances between soldiers and platoons to reduce the
accordion effect (see paragraph 4-6). He checks the number and
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condition of stragglers, and ensures that they have been
accounted for by the chain of command.

c. During Halts. The company commander ensures foot
inspections, water discipline, sanitation, safety, and adjustment
of loads take place throughout the the company.

d. After the March. He ensures that movement of platoons
into their respective assembly areas is rapid and without delay.
He visits the platoon areas and supervises the platoon leaders in
their inspections and execution of other duties.

4-10. COMPANY EXECUTIVE OFFICER
The company executive officer assists the company commander
as directed. When the commander is not marching at the head
of the column, the company executive officer leads the unit over
the designated route at the prescribed rate of march. He
supervises the pace setter, assists in supervision of the platoons
during halts, and resumes the march according to the time
schedule. He posts and supervises company traffic guards and
guides. Upon completion of the march, he supervises the
establishment of the company command post (CP) and latrine
facilities.

4-11. COMPANY FIRST SERGEANT
The company first sergeant assists the commander as directed
and ensures the unit NCOs perform all inspections in the
conduct of the foot march. He helps establish and maintain
march unit formation and discipline to include pace, intervals
between soldiers, noise and light discipline, and water and rest
discipline.

4-12. PLATOON LEADER
The platoon leader has a variety of duties before, during, and
after the march.
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a. Before the March. The platoon leader informs his platoon
of information contained in the road movement order to ensure
adequate and timely preparations. During the company
formation, just before the march, the platoon leader inspects the
wearing and adjustment of clothing and equipment. He
supervises his squad leaders in the performance of their duties.

b. During the March. As the platoon marches to the SP, the
platoon leader ensures that the prescribed distances within his
platoon and between his and the platoon ahead are maintained.
He checks compliance of the announced restrictions such as
water and march discipline. After leading his platoon across the
SP, the platoon leader moves to a point in the column where he
can effectively control his unit. As the column approaches the
RP, the platoon leader moves to the head of the platoon column
to lead the platoon into the assembly area.

c. At Halts. During halts, the platoon leader directs soldiers
to clear the road and to relax by sitting or lying down and by
loosening their equipment. He checks the physical condition of
his soldiers, and enforces water and food discipline and field
sanitation measures. He supervises the formation of the platoon
about one minute before the march so it will not be delayed.

d. After the March. Upon crossing the RP, the platoon leader
ensures that the platoon moves promptly to its assigned area. In
the assembly area, he disperses his unit and finds cover and
concealment. He ensures that soldiers obtain food, water,
shelter, and rest. In a tactical situation, the platoon leader
ensures his soldiers are ready to accomplish their mission. He
supervises his squad leaders in their duties, while he
concentrates on foot inspections. He ensures medical attention
where needed.

4-13. PLATOON SERGEANT
Platoon sergeants assist the platoon leader in the conduct of the
foot march as directed. He supervises the inspection of soldiers
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Reorganize a Unit
071-430-0029

Conditions: Given a squad leader with squad, or platoon sergeant with platoon, or mortar section
sergeant, or acting platoon leader defending as part of a larger unit; your element has just repelled an
enemy assault.

Standards: Reorganized the unit (squad, platoon, or mortar section) in the defense following enemy
contact.

Performance Steps

1. The platoon leader must plan the required reorganization of the platoon while defending (either
deliberate or hasty). He must include his plan in the order to the squad leaders. The plan must be
tentative and flexible and may be changed as the situation evolves. The leader's plan must be
complete and detailed as possible.

2. Reorganize a unit:
a. Reestablish the chain of command; fill all key positions from the remaining element members

and ensure the new chain of command is disseminated down to the last member of your
element.

b. Evacuate the dead and seriously wounded according to your casualty evac plan; ensure all
positions and sectors remain mutually supporting; check all sectors of fire after all casualties
are evacuated to ensure all sectors are covered; If necessary, shift positions or reassign
sectors to cover any gaps in your sector.

c. Redistribute or resupply ammunition, weapons, and fuel; ensure the squad leaders pass out
additional ammunition (if available), or divide the remainder equally throughout the squad or
platoon; conduct a quick inventory and submit a supply request to higher if necessary.

d. Ensure all enemy prisoners of war (EPWs), enemy material, and enemy information are
collected, reported, and evacuated. (if possible)

e. Ensure all crew-served weapons are manned and positioned on likely avenues of approach.
f. Issue to higher, a LACE report to include:

(1) L - Liquid, how much water each soldier has left (canteens per).
(2) A - Ammunition, how much ammunition does the squad or platoon have per man (after

redistribution).
(3) C - Casualties, how many casualties did the squad or platoon encounter.
(4) E - Equipment, how much special equipment does the squad and platoon have remaining.

3. For mortar section:
a. Reestablish section communications.
b. Reestablish the FDC

Evaluation Preparation:  SETUP: Provide a squad or platoon in an established defensive position,
simulated casualties, simulated EPWs, simulated destroyed crew-served weapons, blank ammunition,
and a communication network.

BRIEF SOLDIERS: This task should be conducted and evaluated in a realistic field environment using a
realistic combat scenario.

Performance Measures GO NO GO

1. Reestablished and disseminated the chain of command. —— ——

2. Evacuated the dead and seriously wounded. —— ——

3. Ensured all positions remained mutually supporting. —— ——
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Performance Measures GO NO GO

4. Checked sectors of fire. —— ——

5. Redistributed or resupplied ammunition, weapons, and fuel if needed. —— ——

6. Ensured squad leaders and platoon sergeants passed out additional ammunition
if available.

—— ——

7. Ensured all EPWs were reported and evacuated ASAP. —— ——

8. Ensured all crew-served weapons are manned. —— ——

9. Issued a L-A-C-E report to higher. —— ——

10. Reestablished section communications (mortar section). —— ——

11. Reestablished the FDC (mortar section). —— ——

Evaluation Guidance:  Score the soldier GO if all performance measures are passed. Score the soldier
NO-GO if any performance measure is failed. If the soldier scores NO-GO, show the soldier what was
done wrong and how to do it correctly.

References
Required Related
FM 7-8 FM 23-90

FM 7-10
FM 7-7
FM 7-7J
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Conduct a Route Reconnaissance Mission
071-326-5805

Conditions: Given a platoon, a 1:50,000 map of the area of operation, and a mission to conduct a route
reconnaissance.

Standards: Planned and conducted a route reconnaissance well enough to:
1.  Organized the platoon to conduct the reconnaissance mission.
2.  Used movement techniques appropriate for the likelihood of enemy contact.
3.  Obtained necessary information concerning the conditions, obstacles, critical terrain features, and
enemy along the assigned route.

Performance Steps

1. Planned the reconnaissance. Received the order.
a. Issued a warning order
b. Gathered information and prepared an operations order based on the factors of METT-T-C.
c. Ensured the plan we as detailed as possible and included the exact information to be obtained,

the time by which the information is to be reported, where the information is to be reported,
where the information is to be sought, action to be taken upon enemy contact, and when the
mission is to be executed. Essential details included:

(1) Pertinent information on the enemy, friendly troops, and the area of operations.
(2) Proposed plans of higher commands, to include anticipated traffic flow along the route and

types of vehicles to be employed.
(3) Pertinent information on the enemy, friendly troops, and the area of operations.
(4) Proposed plans of higher commands, to include anticipated traffic flow along the route and

types of vehicles to be employed.
(5) When, where and how information is to be reported.
(6) Time of departure.
(7) Appropriate control measures.
(8) Action to be taken when the mission is completed.
(9) Special equipment requirements.

(10) Terrain considerations: Existing routes and their physical characteristics
( a) Gradients of slope and radii of curvature.
( b) Bridges.
( c) Vehicular fording, ferrying, and swimming sites.
( d) Tunnels, under passes, and similar obstructions to traffic flow.
( e) Artificial obstacles, such as areas of chemical, biological, and radiological

contamination, roadblocks, craters, and minefields.
( f) Rock falls and slide areas.

( g) Drainage.
( h) Other natural or manmade features, such as wooded and built-up areas, that may

affect movement.

2. Supervised the preparation of the route reconnaissance. Ensured soldiers:.
a. Maintained equipment to vehicles and weapons.
b. Conducted Inspections.
c. Conducted rehearsals.
d. Issued the order
e. Ensured rest plan was followed

3. Controlled the Route reconnaissance..
a. Ensured reconnaissance commenced from the flanks or rear when no reconnoitering areas

along the  route that were likely to be defended by enemy detachments, such as bridge
approaches, defiles, or buildup areas. Detailed observation preceded actual reconnaissance,
and approach routes were checked for mines, booby traps, and signs of ambush.



STP 21-24-SMCT

3 - 220

Performance Steps
b. Ensured when time was available, dismounted personnel were sent forward first, covered by

the remaining elements of the unit. The number of dismounted personnel sent forward
depended on the size of objective and on available approaches, cover, and concealment. If the
dismounted patrols found that the near edge of the area is clear, the remainder of the unit
moved quickly forward. The dismounted patrols then continued the reconnaissance, over
watched and followed closely by the remainder of the unit.

c. When conducting a mounted reconnaissance, part of the unit remained mounted and moved
forward cautiously but rapidly, over watched by the remaining mounted elements. If the near
edge of the area was clear, the over watching elements moved forward quickly and the
advanced continued.

4. When conducting reconnaissance by fire the following procedures were followed.
a. Reconnaissance by fire was accomplished by firing on likely or suspected enemy positions in

an attempt to remove camouflage and to cause the enemy to disclose his presence by
movement or return fire. During reconnaissance by fire, positions being reconnoitered were be
observed continuously so that enemy activity can be quickly and definitely located.

b. Reconnaissance by fire was employed by route reconnaissance teams as a security measure
when time was critical and the loss of surprise was not essential.

c. If the enemy returned the fire, the situation was further developed. If the fire was not returned,
reconnaissance continued. Caution was exercised, to ensure  the presence of a well-
disciplined enemy was not overlooked.

Evaluation Preparation:  SETUP:  At the test site, provide all personnel, equipment, and material given
in the task condition statement.

BRIEF SOLDIER: Tell the soldier that he is to plan and conduct a route reconnaissance using proper
movement techniques for the likelihood of enemy contact, gather information about enemy forces along
the assigned route, and critical terrain features.

Performance Measures GO NO GO

1. Planned reconnaissance based on the intelligence requirement. —— ——

2. Issued the plan for the mission. —— ——

3. Conducted hasty or deliberate reconnaissance based on time available and detail
requirements.

—— ——

4. Used reconnaissance by fire when permitted by the tactical situation. —— ——

5. Avoided decisive engagement with enemy forces. —— ——

6. Used proper movement techniques during the route reconnaissance. —— ——

7. Reported all items of military significance. —— ——

Evaluation Guidance:  Score the soldier GO if all performance measures are passed. Score the soldier
NO-GO if any performance measure is failed. If the soldier scores NO-GO, show the soldier what was
done wrong and how to do it correctly.

References
Required Related
FM 17-95
FM 5-170
FM 71-1
FM 7-20
FM 7-7



STP 21-24-SMCT

3 - 241

Subject Area 24: Enemy Personnel

Supervise Handling of Enemy Personnel and Equipment at Squad Level
191-379-4450

Conditions: You are a squad leader in a field environment, given a squad of soldiers, Department of
Defense (DD) Form 2745, and enemy prisoners of war (EPWs) with equipment and weapons.

Standards: Ensure that soldiers search, segregate, silence, speed, safeguard, and tag (5 Ss and T)
EPWs according to Field Manual (FM) 3-19.40.

Performance Steps

1. Search captives.
a. Thoroughly search each captive and confiscate any weapons, ammunition, military equipment,

and items with intelligence value and record on DD Form 2745.
NOTE: Any weapons or ammunition that are impractical to retain should be destroyed in place after
recording what the items were.

b. Allow captives to keep personal property (except items that could be used as weapons or that
could have intelligence value) of nominal or sentimental value, such as wedding rings.
Personal property also includes chemical protective equipment (if in a chemical environment or
a potential chemical environment), helmets, and identification cards. Allow the EPW/civilian
internee (CI) to retain his own rations in the early stages of captivity.

NOTE:  Conduct same gender searches when possible; however, this may not always be possible due to
speed and security considerations. Therefore, mixed gender searches must be performed in a respectful
manner using all possible measures to prevent any action that could be interpreted as sexual molestation
or assault. The squad leader must carefully control soldiers doing mixed gender searches to prevent
allegations of sexual misconduct.  This does not mean the search will not be thorough, as the safety of
you and your soldiers comes first.

2. Segregate captives.
a. Segregate by rank (officers, noncommissioned officers [NCOs], or enlisted), sex (male and

female), civilian and military and, when possible, nationalities and/or ideologies.
b. Segregate captives who surrendered willingly or who deserted from those who resisted

capture.
c. Segregate captives who cannot be readily identified as belonging to one of the above listed

groups.
d. Segregate captives who do not provide the information needed in order to make a correct

classification until their status can be determined.

3. Ensure that each captive has DD Form 2745.
a. Ensure that the form contains the following:

(1) Date and time of the capture.
(2) Grid coordinates of the capture.
(3) Capturing unit.
(4) Circumstances of the capture.

b. Use either DD Form 2745 or a locally produced three-part form.  Figure 191-379-4450-1 shows
what the form looks like.  Instructions for the use of this form are on the back of it.

(1) Place part A of the form on the captive and instruct him not to remove or alter it.
(2) Place part C of the form on the bag or bundle of property taken from the captive.
(3) Maintain part B of the form, as you are the capturing unit.
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Performance Steps

Figure 191-379-4450-1
Sample of DD Form 2745

4. Report the acquisition of captives through your chain of command.

5. Safeguard each captive until they are released to the military police (MP).

6. Evacuate captives to the rear and turn them over to the MP as soon as possible. Do not delay
evacuation to obtain name, rank, service number, or date of birth.

a. Ensure that you receive receipts from the MP for the captives being transferred to them.
b. Give items taken from the captives (for security and/or intelligence reasons) to the MP,

ensuring that each item is tagged by the MP to identify the owner.



STP 21-24-SMCT

3 - 243

Evaluation Preparation:  Setup: Position soldiers to perform the mission.  Have one or more soldiers to
act as EPWs.  Provide weapons and equipment for the role players.

Brief soldier: Tell the squad leader to instruct the soldiers on what they are to do and have the soldiers
actually perform the steps necessary to complete the task.  Tell the captive that he needs to follow
instructions.  Tell the soldiers acting as the squad not to continue to the next step until they are told to do
so by the squad leader.

Performance Measures GO NO GO

1. Searched captives. —— ——

2. Segregated captives. —— ——

3. Ensured that each captive had DD Form 2745. —— ——

4. Reported the acquisition of captives through the chain of command. —— ——

5. Safeguarded each captive until they were released to the MP. —— ——

6. Evacuated captives to the rear and turned them over to the MP as soon as
possible.

—— ——

Evaluation Guidance:  Score the soldier GO if all steps are passed (P).  Score the soldier NO-GO if any
step is failed (F).  If the soldier fails any step, show him how to do it correctly.

References
Required Related
AR 190-8
DD FORM 2745
FM 3-19.40
STANAG 2044
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Subject Area 4: Survive [Combat Techniques]

Coordinate with an Adjacent Platoon
071-326-5775

Conditions: Given a platoon-sized element with two adjacent platoon-sized elements.

Standards: Coordinated with the adjacent platoon-sized elements for offensive and defensive operations;
ensured mutually supporting positions, fires, and signals.

Performance Steps

1. Coordinate with Adjacent Elements. After receiving an order for an offensive or defensive operation
and during your planning phase, you must consider coordination with adjacent elements. If you
receive the order while all other platoon-sized element leaders are present, take that opportunity to
coordinate as much as possible to avoid delays later in the operation. While many of the details that
must be coordinated will vary with the situation, essential items must always be coordinated.

2. Coordinate in the Offense. In the offense, you must coordinate:
a. Lateral distance between all attacking elements.
b. Movement routes, to ensure that mutual support by fire or maneuver can be maintained

between the lead elements.
c. Visual signals such as arm-and-hand signals and pyrotechnics.
d. Radio call signs.

3. Coordinate in the Defense. In the defense, you must coordinate to ensure that there are no gaps,
and that fires interlock and are mutually supporting. Information coordinated includes:

a. Location of positions (primary, alternate, and supplementary).
b. Dead space between units.
c. Locations of observation posts (OPs).
d. Signals.
e. Patrols and ambushes (size, type, time of departure and return, and routes).
f. Locations and types of obstacles.

g. Boundaries.
h. Control measures.

4. Allocate Final Protective Fire. If a mortar or artillery final protective fire is allocated to the platoon-
sized elements, it must be coordinated with the fire support team (FIST) forward observer (FO) and
integrated into the fire plan for the element.

Evaluation Preparation:  SETUP: In the defense, provide a field location with varying terrain, two
adjacent element leaders, and the last fighting position for each of the flanking elements. In the offensive,
provide a field location with varying terrain, and two element leaders from adjacent platoons.

BRIEF SOLDIER: Tell the soldier that he is the center platoon leader and must coordinate with both
adjacent element leaders.

Performance Measures GO NO GO

1. Coordinated with adjacent element leaders for offensive operations. —— ——
a. Lateral distance between attaching elements.
b. Movement routes.
c. Visual signals.
d. Radio call signs.
e. Boundaries.
f. Control measures.
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Performance Measures GO NO GO

2. Coordinated with adjacent leaders for defensive operations. —— ——
a. Location of primary position.
b. Location of alternate position.
c. Location of supplementary position.
d. Dead space between units.
e. Locations of OPs.
f. Signals.

g. Patrols and ambushes.
h. Locations and types of constructed obstacles.
i. Boundaries.
j. Control measures.

Evaluation Guidance:  Score the soldier GO if all performance measures are passed. Score the soldier
NO-GO if any performance measure is failed. If the soldier scores NO-GO, show the soldier what was
done wrong and how to do it correctly.

References
Required Related
FM 71-1
FM 7-7
FM 7-7J
FM 7-8
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Perform Duties as Convoy Commander
551-721-4326

Conditions: You are required to perform duties as a convoy commander. Given an alert notification of a
convoy move, AR 55-162, a specified number of vehicles, personnel, convoy commander's briefing, and
the task to command a convoy.

Standards: The convoy commander must ensure that personnel are briefed on convoy operations; there
are ample vehicles and personnel to transport cargo; all support elements are informed of the date and
time of the convoy; all orders are brief and to the point; proper reconnaissance is carried out; and vehicles
are correctly lined up according to cargo, size, and use.

Performance Steps

1. Start initial planning steps.
a. Alert unit operation.
b. Review operation order.

(1) Determine the number of vehicles needed.
(2) Break columns down into manageable groups of 20 vehicles or less.
(3) Determine requirements needed for given situation.
(4) Divide march column in three parts: Head, main body and trail.

( a) Head - The first task vehicle or pace setter.
( b) Main Body - Troop carrying, equipment and/or supply vehicles.
( c) Trail - Wrecker, maintenance and medical support vehicles/teams are located here.

Trail officer/noncommissioned officer is responsible for maintenance and medical
support.

2. Schedule convoy commander's briefing with the battalion operations officer (S3).
a. Determine which unit will provide security.
b. Find out who will be the security elements commander.
c. Discuss any topic not covered or not clear.
d. Discuss the threat to include target acquisition and intelligence which may impact on convoy

success.

3. Commander's briefing.
a. Take notes.
b. Update maps if appropriate.

4. Prepare convoy commander's checklist.
a. Items supervisors and drivers need to be briefed on:

(1) Rules of the road.
(2) Traffic laws or regulations.
(3) Speed limits.
(4) Time and distance gaps.
(5) Routing plans.
(6) Schedules.
(7) March discipline.

5. Map reconnaissance.
a. Select tentative check points or confirm already established check points.
b. Contact those units whose combat areas they will be passing through, and find out about

trouble areas and ambush sites.

6. Ground reconnaissance.
a. Select sites for scheduled halts, mess, and refueling that will safely accommodate convoy

personnel and equipment.
b. Select release point.
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Performance Steps
c. Identify problem areas along the route.
d. Select a bypass or alternate route.

7. Review the reconnaissance map and make a final selection.

8. Give a copy of the map with all convoy information marked on it to the battalion S3.
a. Request convoy clearance from the battalion S3.
b. Request copy of movement graphs from the battalion S3.

9. Coordinate to obtain artillery support with the artillery unit.
a. Information from the security officer or obtained by route reconnaissance can be used to plan

fire support.
b. Determine the type of ammunition to be fired under various conditions.
c. Determine the number of rounds to be fired at given targets.
d. Determine the types of targets which warrant fire missions.

10. Mark on the map the range limitations of each artillery unit.

11. Plan/coordinate with the escort and security elements (military police units) for convoy security.
a. Maintain noise and light discipline.
b. Maintain front, flank, and rear security.
c. Conduct security measures during halts.
d. Request air cover (as required).
e. Request fire support (as required).
f. Maintain convoy communication.

12. Direct the placement of guides and signs along the convoy route.
a. The authority in charge of movement has responsibility for placing guides and signs.
b. Guides and signs can be used to direct the convoy.

13. Brief/issue work assignments to subordinate elements.

14. Direct the operation section to prepare strip maps and/or overlays (as required).

15. Prepare for vehicle movement.
a. Perform vehicle preventive maintenance checks and services (PMCS).

(1) Perform before operation PMCS using the appropriate -10 level manual.
(2) Check for and have items repaired, filled or adjusted as needed.

b. Mark vehicles for the convoy move.
(1) Place a "Convoy Follows" sign on the first task vehicle below the windshield in a

conspicuous location.
(2) Place a "Convoy Ahead" sign on the rear of the last task vehicle.
(3) Identify the lead vehicle with a 12- by 18-inch blue flag on the left (driver's) side.
(4) Identify the convoy commander and the serial commander with a 12- by 18-inch black and

white (divided diagonally) flag on the left (driver's) side.
(5) Identify the last vehicle with a 12- by 18-inch green flag on the left (driver's) side.
(6) Identify vehicles with a convoy identification number.
(7) Ensure that all vehicles are marked in accordance with AR 55-162.

c. Establish convoy communications.
(1) Radio is the best communication during convoy.
(2) Remember radio signals can be intercepted.

d. Load cargo and equipment onto vehicles/ trailers or semitrailers (as required).
e. Assemble inspection area.

(1) Ensure the area is large enough to accommodate vehicles.
(2) Ensure that vehicles are inspected by the maintenance team in the assembly area.
(3) Ensure that all personnel and equipment are inspected in the assembly area.

16. Prepare the convoy briefing on the following:
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Performance Steps
a. Rules of the road.
b. Traffic laws or regulations.
c. Speed limits.
d. Time and distance gaps.
e. Routing plans.
f. Schedules.

g. March discipline.

17. Hand out strip maps and brief convoy personnel.

18. Give signal/order to start engines.

19. Give signal/order to move out.

20. Maintain organizational control by-
a. Monitoring communication.
b. Maintaining communication with subordinate element commanders.
c. Making on-the-spot corrections.
d. Informing subordinate element commanders of control infractions and ordering then to take

corrective actions.

21. Direct at-halt activities, monitor activities in progress, and make on-the-spot corrections.

22. Give signal/order to reform and start engines.

23. Give signal/order to move out.

24. Direct the off-loading of cargo/equipment at the release point, as required.

25. Inform higher headquarters of the convoy status.

26. Inform fire support unit(s) of the convoy status.

27. Evaluate task performance, noting personnelÄ
a. To be acknowledged for outstanding work performance.
b. To be acknowledged for substandard work performance and/or scheduled for training.

28. Prepare convoy command's report and give a copy to higher headquarters.

Evaluation Preparation:  Setup: Evaluate this task during a field training exercise or normal training
session. Provide the soldier with the items listed in the conditions statement.

Brief Soldier: Tell the soldier he will be evaluated on his ability to properly perform duties as a convoy
commander.

Performance Measures GO NO GO

1. Started initial planning steps. —— ——
a. Alerted unit operation.
b. Reviewed operation order.

2. Scheduled convoy commander's briefing with the battalion S3 officer. —— ——

3. Attended convoy commander's briefing, tooks notes, and updated maps. —— ——

4. Prepared convoy commander's checklist. —— ——

5. Conducted a map reconnaissance to select and marked routes/sites not dictated
by higher headquarters.

—— ——
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Performance Measures GO NO GO

6. Conducted a ground reconnaissance if time permited and noted on the map
clearances of overhead structures/obstacles; load classifications; speed limits;
and rest, mess, and refueling sites that would safely accommodate convoy
personnel and equipment.

—— ——

7. Reviewed reconnaissance map and made final selection of primary and alternate
routes, and rest, mess, and refueling areas.

—— ——

8. Gave a copy of the map with all convoy information marked on it to the battalion
S3 and requested a clearance if not already initiated.  Also requested that the
move be plotted and a copy of the movement graph be issued.

—— ——

9. Coordinated to obtain artillery support with artillery unit. —— ——

10. Marked on the map the range limitations of each artillery unit. —— ——

11. Planned/coordinated with the escort and security elements (military police units)
security fire support, air support, and convoy communications needs.

—— ——

12. Directed the placement of guides and signs along the convoy route. —— ——

13. Issued work assignments to subordinate element commanders and briefed them
on performance standards required.

—— ——

14. Directed the operation section to prepare strip maps and/or overlays (as
required).

—— ——

15. Prepared for vehicle movement. —— ——
a. Performed vehicle PMCS.
b. Marked vehicles for convoy move.

(1) Placed "Convoy Follows" sign on the first task vehicle below the
windshield in a conspicuous location.

(2) Placed "Convoy ahead" on the rear of the last task vehicle.
(3) Identified the lead vehicle with a 12- by 18-inch blue flag on the left

(driver's) side.
(4) Identified convoy commander and serial commander with a 12- by 18-

inch black and white (divided diagonally) flag on the left (driver's) side.
(5) Identified the last vehicle with a 12- by 18-inch green flag on the left

(driver's) side.
(6) Identified vehicles with convoy identification number.
(7) Ensured that all vehicles are marked in accordance with AR 65-162.

c. Established convoy communications.
d. Loaded cargo and equipment onto vehicles/ trailers or semitrailers (as

required).
e. Assembled inspection area.

(1) Ensured that vehicles were inspected by the maintenance team in the
assembly area.

(2) Ensured that all personnel and equipment were inspected in the
assembly area.

16. Prepared the convoy briefing. —— ——

17. Handed out strip maps and briefed convoy personnel on the situation, mission,
execution, administration and logistics, and safety.

—— ——

18. Gave signal/order to start engines. —— ——

19. Gave signal/order to move out. —— ——
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Performance Measures GO NO GO

20. Maintained organizational control by- —— ——
a. Monitoring communication.
b. Maintaining communication with subordinate element commanders.
c. Making on-the-spot correction.
d. Informing subordinate commanders of control infractions and ordering them

to take corrective actions.

21. Directed at-halt activities, monitored activities in progress, and made on-the-spot
corrections.

—— ——

22. Gave signal/order to reform and start engines. —— ——

23. Gave signal/order to move out. —— ——

24. Directed the off-loading of cargo/ equipment at release point, as required. —— ——

25. Informed higher headquarters of the convoy status. —— ——

26. Informed fire support unit(s) of the convoy status. —— ——

27. Evaluated task performance, noting personnel- —— ——
a. To be acknowledged for outstanding work performance.
b. To be acknowledged for substandard work performance and/or scheduled

for training.

28. Prepared convoy command's report and gave a copy to higher headquarters. —— ——

Evaluation Guidance:  Score the soldier GO if all steps are passed. Score the soldier NO-GO if any step
is failed. If the soldier fails any step, show what was done wrong and how to do it correctly.
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Student Handout 1 
 

  
This student handout contains Advance Sheet. 
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Student Handout 1 
 

Advance Sheet 
 
 
Lesson Hours 

 
This lesson consists of a one hour conference/discussion. 
 

 
Overview 

 
“Normandy…Inchon…Desert Storm.” 

Each of these operations succeeded because planners worked out the details of 
deploying massive amounts of people and equipment to accomplish military 
objectives.  We plan because we anticipate war. However, plans don not just happen. 
Plans are product of dedicated warfighters—like you—with highly specialized skills and 
a language of their own.  Each participant, from the President to the planner of the 
lowest rank, have an important role to play in the planning process. 

This lesson takes a look at the organizations that formulate our national security 
policy, objectives, and strategies. With strategy ranging from national level political 
objectives to service specific implementations of military doctrine, there’s a huge array 
of people involved in the process.  By understanding the organizations and the 
formalized systems that regulate their interaction, you will better understand your role 
as a planner in supporting national security. 

This lesson also looks at the joint force organization and the authorities and 
responsibilities on the commander within the structure. 

 
 
Learning 
Objective 

 
TERMINAL Learning Objective (TLO) 
 

 Action: Identify the organizational structure used to maintain a force capable 
of joint operations. 
 

 Conditions: As a sergeant first class in a classroom environment given JP 0-2, 
JP 1-02, DOD 5100.1, and JFSC 2000. 
 

 Standards: Identified the organizational structure used to maintain a force 
capable of joint operations by: 
 
 Identifying the organization and operation of the United States 

security structure. 
 Describing joint force functions and organization. 

 
IAW JP 0-2, JP 1-02, DOD 5100.1, and JFSC 2000.  
 

  
ELO A   Identify the organization and operation of the United States security structure. 
ELO B   Describe task force function and organization. 
 

 
Assignment 

 
The student assignments for this lesson are: 
 
• Read Student Handouts 1 through 4. 
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Additional 
Subject Area 
Resources 

 
None 
 
 
 

 
Bring to Class 

 
• Pen or pencil and writing paper. 
• All reference material received for this lesson. 
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Student Handout 2  
 

  
This student handout contains seven pages of extracted material from JFSC Pub 1  
and two pages of the UCP information paper. 
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(3) Since passage of the National Security Act of 1947, the President has used 
his Secretary of Defense as his principal assistant in all matters relating to the 
Department of Defense. The Secretary is responsible for the effective, efficient, 
and economical operation of the Department of Defense, and he has statutory 
authority, direction, and control over the military departments. 
 
b. National Security Council (NSC). The National Security Council was 
established by the National Security Act of 1947 as the principal forum to 
consider national security issues that require Presidential decision. Its 
membership now includes only four statutory members: the President, the Vice 
President, the Secretary of State, and the Secretary of Defense. The Chairman 
of the Joint Chiefs of Staff (CJCS) and the Director of Central Intelligence serve 
as statutory advisers to the NSC. The history of the NSC and its organization 
are discussed in Chapter 5. 
 
c. Department of Defense (DOD) 
 
(1) The Joint Board of the Army and Navy was the first attempt to use a regularly 
constituted agency to coordinate the actions of the Army and the Navy. During 
the 
1920s and 1930s, Congress made several fiscally motivated studies intended to 
reorganize the military. In June 1924, a joint Congressional committee 
recommended that a single Department of Defense be formed under one cabinet 
officer; no action was taken on the report. In 1932 the House considered a bill 
that would have permitted the President to establish a Department of National 
Defense and, as the President saw fit, subject to approval of Congress, transfer 
and consolidate functions of executive departments. The establishment of a 
single defense department was eventually rejected by the House. During the 
reorganization debates, there was strong opposition to a single defense 
department among the military. The Joint Board of the Army and Navy stated in 
May 1933: “The Joint Board is unable to recommend an organization for a 
Department of National Defense that would be more efficient or more economical 
than the present separate departmental organizations. In the opinion of the 
Board, amalgamation of the two Departments would be a grave error.” 
 
(2) The evolution of a single executive department responsible for national 
defense was marked by caution, indecision and, from some circles, open 
hostility. But World War II and the new demands placed on the U.S. Armed 
Forces furnished the necessary impetus for unification of the military 
departments under a single cabinet-level secretary.  World War II demonstrated 
that modern warfare required combined and integrated operations by land, sea, 
and air forces. This, in turn, required not only a unity of operational command of 
these forces, but also a coordinated process for achieving the most effective 
force mixture and structure. Anticipating the needs of a peacetime military 
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102. ORGANIZATION FOR NATIONAL SECURITY. Knowledge of relationships 
between elements of the national security structure is essential to understanding 
the role of joint staff organizations. Figure 1-1 illustrates the principal officials 
and organizations that make and execute national security decisions. 
 
a. National Command Authorities (NCA) 
 
(1) Constitutionally, the ultimate authority and responsibility for the national 
defense rests with the President. 
 
 

 
 (2) The National Command Authorities (NCA) are the President and 
Secretary of Defense or persons acting lawfully in their stead. The term NCA is 
used to signify constitutional authority to direct the Armed Forces in their 
execution of military action. Both movement of troops and execution of military 
action must be directed by the NCA; by law, no one else in the chain of 
command has the authority to take such action except in self-defense. 
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organization, a comprehensive review by Congressional, executive, and military 
groups began even before the end of the war. Overwhelmingly, the studies were 
influenced by parochial Service interests reflecting the opinions of experienced 
wartime military and civilian leaders with vastly different views of the postwar era. 
Issues that dominated the search for a consensus included retention of air power 
in the Navy, maintenance of a separate Marine Corps, the form and substance of 
the new military department of the Air Force, and the need for military unification. 
 
(3) The National Security Act of 1947 was the resultant monumental legislation 
that reflected a compromise of diverse currents and pressures. After almost 50 
years that included wartime lessons beginning with the Spanish-American War, a 
modern military organization had come into existence: unified action of the 
Services was law, the powers of the Secretary of National Defense were 
identified but subject to broad interpretation, and the roles and missions of the 
military Services were defined by Executive Order, but would not be 
Congressionally stated until 1958. The act created the National Military 
Establishment (NME) under the leadership of a civilian secretary who was 
coequal with the cabinet-level secretaries of the Army, Navy, and the new Air 
Force. 
 
(4) It was quickly revealed that the new Secretary of Defense had insufficient 
authority to execute the responsibilities of the office. In 1949 the National 
Security Act was amended to change the name of the NME to Department of 
Defense and recognize it as an executive department with the Secretary of 
Defense responsible for its general direction. The Reorganization Act of 1958 
asserted and enhanced the direction, authority, and control of the Secretary of 
Defense over the executive department and clarified the operational chain of 
command that runs from the President and Secretary of Defense to the 
combatant forces. The DOD Reorganization Act of 1986 further strengthened 
and clarified the Secretary of Defense’s position in the operational chain of 
command. 
 
(5) DOD functions today are outlined in DOD Directive 5100.1 and illustrated 
in Figure 1-2. 
 
(6) The role of the Secretary of Defense has significantly changed since the 
position was established in 1947. Originally, the secretary had only general 
authority shared with the civilian secretaries of the military departments. 
Subsequent legislation incrementally strengthened the Secretary of Defense’s 
authority. Today the Secretary of Defense is the principal assistant to the 
President for all matters relating to the Department of Defense. The Department 
of Defense is composed of the following: 
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Functions of the 
Department of Defense 
 
As prescribed by the National Security Act of 1947, as  
Amended, the Department of Defend maintains and  
employs the Armed Force to: 
 

• Support and defend the Constitution of the United States against all enemies , 
foreign and domestic. 

• Ensure, by timely and effective military action, the security of the United States, 
its possessions, and areas vital to its interest; and 

• Uphold and advance the national policies and interests of the United States. 

Reference  DOD Directive 5100.1                                                                                    Fig 1-2 
 
Office of the Secretary 
 
Joint Chiefs of Staff 
 
Joint Staff 
 
Defense agencies (14) 

Office of the Secretary Department of Defense field 
activities (7) 
 
Departments of the Army, Navy, and Air Force 
 
Combatant commands (9) 

 
Figure 1-3 illustrates the organization that reports to the Secretary of Defense. 
 
103. MILITARY DEPARTMENTS 
 
a. The chain of command for purposes other than the operational direction of 
combatant commands runs from the President to the Secretary of Defense to the 
secretaries of the military departments to the chiefs of the Service forces. The 
military departments are separately organized, each under civilian secretaries 
who are responsible for, and have the authority to conduct all affairs of their 
respective departments, including the following: 
 

• recruiting     • organizing 
• supplying     • equipping 
• training     • servicing 
• mobilizing     • demobilizing 
• administering    • maintaining 
• construction, outfitting, and repairing equipment 
• construction, maintenance, and repair of -buildings, structures, and   

             utilities 
• acquisition of real property 
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b. Staff development in the individual Military Services. Today, a number of 
functions common to all the Services have developed from the National Security 
Act of 1947 and its amendments, and most recently from the Department of 
Defense Reorganization Act of 1986. Figure 1-4 describes these common 
functions. The following pages discuss the evolution of military staffs within each 
of the Services and the specifics related to their current functions. These 
functions are, by law, subject to the authority, direction, and control of the 
Secretary of Defense and the authority of the combatant commander 
as specified in Chapter 6, Title 10, U.S. Code. The accompanying illustrations 
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describe some of the major functions of the individual Services as discussed in 
DOD Directive 5100.1. Additional information is in CM-44-89 “Report on Roles 
and Functions of the Armed Forces,” and CM 1584-93 “Chairman of the Joint 
Chiefs of Staff Report on the Roles, Missions, and Functions of the Armed 
Forces of the United States,” 10 February 1993. 
 

COMMON FUNCTIONS OF THE  
MILITARY DEPARTMENTS 

SOME OF THE KEY FUNCTIONS OF THE MILITARY DEPARTMENTS, UNDER THEIR 
RESPECTIVE SECRETARIES, ARE TO 
• prepare forces and establish reserves of manpower, equipment, and supplies for the effective 
  prosecution of war and military operations short of war and plan for the expansion of peacetime 
  components to meet the needs of war; 
• maintain in readiness mobile reserve forces, properly organized, trained, and equipped for 
  employment in emergency; 
• recruit, organize, train, and equip interoperable forces for assignment to unified and specified 
  combatant commands; 
• prepare and submit budgets for their respective departments; 
• develop, garrison, supply, equip, and maintain bases and other installations; 
• assist each other in the accomplishment of their respective functions; 
• determine force requirements to meet operational requirements of Combatant Commands; 
• recommend to the JCS the assignment and deployment of forces to Combatant Commands; 
• furnish logistical support for Service forces 

Adapted from, DOD Directive 5100.1                                                                            Figure 1-4 
 
(2) Development in the twentieth century 
 
(a) In 1899, a civilian lawyer, Elihu Root, was appointed Secretary of War. 
At the time, he expanded the Army’s missions to include pacification and 
administration of the island territories recently acquired from Spain; in addition, 
he responded to public criticism of the logistical and operational confusion that 
had plagued Army performance in the Spanish-American War. He undertook 
reform of the Army command and staff system patterned on the British system. In 
1903 Congress passed legislation creating a modern U.S. Army General Staff. 
The War Department General Staff corps of 44 officers, who were relieved of all 
other duties, was functionally organized to prepare plans for the national defense 
and mobilization of troops. The legislation also replaced the ranking military 
position, Commanding General of the Army, with a War Department Chief of 
Staff. The Chief of Staff (COS) supervised all Army forces and the staff 
departments that had been responsible to the Secretary of War. It was not until 
1918, though, that it was clearly resolved that the Chief of Staff was the ranking 
member of the Army when General Pershing, then Commander of the American 
Expeditionary Force, was made subordinate to the COS. The Root reforms were 
the beginning that gave the Army the basis for a unified command and staff 
system. 
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Functions of the 
Department of the Army 
 
The Army is responsible for the preparation of land forces 
necessary for the effective prosecution of war and military 
operations short of war, and, in accordance with integrated 
joint mobilization plans, for the expansion of the peacetime 
components of the Army to meet the needs of war. The 
Army, within the Department of the Army, includes land 
combat and service forces and any organic aviation and 
water transport assigned. 
 
SOME OF THE MAJOR FUNCTIONS OF THE ARMY ARE TO 
 

• organize, train, and equip forces for the conduct of prompt and sustained 
combat operations on land--specifically, forces to defeat enemy land forces and 
to seize, occupy, and defend land areas; 

• organize, train, equip, and provide forces for appropriate air and missile defense
            and space control operations, and for the support and conduct of special 
            operations; 

• develop airborne doctrine, procedures, and equipment that are of common 
            interest to Army and Marine Corps; 

• organize, equip, and provide Army forces for joint amphibious, airborne, and 
            space operations and train such forces, in accordance with joint doctrines; 

• organize, equip, and provide forces for the support and conduct of special 
            operations; 

• organize, equip, and provide forces for the support and conduct of psychological
            operations; 

• furnish forces for the occupation of territories abroad; 
• conduct the authorized civil works program, including projects for improvement 

of navigation, flood control, beach erosion control, and other water resource 
            developments in the United States. 
 
A collateral function of the Army is to train forces to interdict enemy sea and air 
power and communications through operations on or from land. 
 

 
Reference  DoD Directive 5100.1                                                                                    Fig 1-5 
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http://www.defenselink.mil/specials/unifiedcommand/ 
 
 
 
 

 
 

Geographically aligned Joint Forces 

U.S. Northern Command | U.S. Pacific Command | U.S. Southern Command  
U.S. Central Command  U.S. European Command 

Functionally aligned Joint Forces 

U.S. Forces Command, U.S. Special Operations Command, U.S. Transportation 
Command, U.S. Strategic Command 

The Unified Command Plan establishes the missions and geographic responsibilities 
among the combatant commanders. Among revisions to the plan that took place on Oct. 
1, 2002: 

• U.S. Northern Command – new combatant command assigned to defend the 
United States and support military assistance to civil authorities.  
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• U.S. Joint Forces Command – focus became transforming U.S. military forces; 
geographic responsibilities shift to Northern and European commands.  

• U.S. Space Command and Strategic Command merged into an expanded 
STRATCOM, headquartered at Offutt Air Force Base, Neb. 

What are the Unified Commands under the new plan? 

• U.S. Northern Command (Peterson Air Force Base, Colo.)  
• U.S. Pacific Command 

(Honolulu, Hawaii)  
• U.S. Southern Command  

(Miami, Fla.)  
• U.S. Central Command  

(MacDill Air Force Base, Fla.)  
• U.S. European Command (Stuttgart-Vaihingen, Germany)  
• U.S. Joint Forces Command (Norfolk, Va.)  
• U.S. Special Operations Command 

(MacDill Air Force Base, Fla.)  
• U.S. TransportaHtion Command (Scott Air Force Base, Ill.)  
• U.S. Strategic Command 

(Offutt Air Force Base, Neb.) 
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Student Handout 3 
 

  
This student handout contains 26 pages of extracted text from JP 0-2: 
 

• Executive Summary, p vii thru xviii 
• Chapter V, p V-8 thru V-11 
• Glossary, p GL-5 thru GL-13 
 

 



EXECUTIVE SUMMARY
COMMANDER’S OVERVIEW

•

•

•

•

•

vii

Unity of Effort

Provides Doctrine and Policy Governing Unified Direction
of Forces

Covers the Functions of the Department of Defense and Its
Major Components

Discusses Doctrine and Policy for Joint Command and
Control

Covers Multinational Operations

Provides Doctrine and Policy for Establishing Joint
Commands

The President  is
responsible for national
strategic unity of effort.

The Secretary of Defense
is responsible for national
military unity of effort.

The Chairman transmits
missions to combatant
commanders.

Combatant commanders
accomplish the mission.

Unity of effort requires coordination among government
departments and agencies within the executive branch, between
the executive and legislative branches, with nongovernmental
organizations (NGOs), international organizations (IOs), and
among nations in any alliance or coalition.

The President of the United States, advised by the National
Security Council, is responsible to the American people for
national strategic unity of effort.

The Secretary of Defense is responsible to the President for
national military unity of effort for creating, supporting, and
employing military capabilities.

The Chairman of the Joint Chiefs of Staff functions under
the authority, direction, and control of the National Command
Authorities (NCA) and transmits communications between
the NCA and combatant commanders and oversees activities
of combatant commanders as directed by the Secretary of
Defense.

Combatant commanders exercise combatant command
(command authority) (COCOM) over assigned forces and
are directly responsible to the NCA for the performance of
assigned missions and the preparedness of their commands
to perform assigned missions.
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Unified action describes
the broad scope of actions
taking place within a
unified command,
subordinate unified
command, or joint task
force (JTF).

Unified action starts with
unified direction.

Objectives provide focus
for military action.

In a foreign country, the US Ambassador is responsible to
the President for directing, coordinating, and supervising all
US Government (USG) elements in the host nation except
those under the command of a combatant commander.

The term “unified action” is a broad generic term referring to
the broad scope of activities (including the synchronization
and/or integration of the activities of governmental and
nongovernmental agencies) taking place within unified
commands, subordinate unified commands, or joint task
forces (JTFs) under the overall direction of the
commanders of those commands.  Within this general
category of operations, subordinate commanders of forces
conduct either single-Service or joint operations to support
the overall operation.  Unified action synchronizes and/or
integrates joint, single-Service, special, multinational, and
supporting operations with the operations of government
agencies, NGOs, and IOs to achieve unity of effort in the
operational area.    Unified action within the military instrument
of national power supports the national strategic unity of effort
through close coordination with the other instruments of
national power.

Unified direction is normally accomplished by establishing a
joint force, assigning a mission or objective to the joint force
commander (JFC), establishing command relationships,
assigning and/or attaching appropriate forces to the joint force,
and empowering the JFC with sufficient authority over the
forces to accomplish the assigned mission.

In the abstract sense, an objective is the clearly defined,
decisive, and attainable goal toward which every military
operation should be directed — the military objective.
Objectives are essential to achieve unity of effort.  In the
concrete sense, an objective may be a physical object of the
action taken (e.g., a definite terrain feature, the seizure or
holding of which is essential to the commander’s plan, or the
destruction of an enemy force without regard to terrain
features).  This is more accurately termed the “physical
objective.”  Physical objectives must not be confused with
military objectives, although occasionally they may overlap.
Usually, physical objectives contribute to the attainment of
military objectives.  Military objectives must contribute to
the achievement of national objectives.

Unified Action

Objectives
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Roles, missions, and
functions provide direction
and establish
responsibility.

The chain of command
runs from the National
Command Authorities
(NCA) to the combatant
commanders for missions
and forces assigned to
their commands and from
the NCA to the Secretaries
of the Military
Departments for forces not
assigned to a combatant
commander.

Military operations must
be synchronized and/or
integrated with those of
other agencies of the US
Government, as well as
with foreign forces,
nongovernmental
organizations,
international
organizations, and
regional organizations.

Roles are the broad and enduring purposes for which the
Services and the United States Special Operations Command
(USSOCOM) were established in law.  Missions are the tasks
assigned by the President or Secretary of Defense to the
combatant commanders.  Functions are specific
responsibilities assigned by the NCA to enable the Services
to fulfill their legally established roles.

The NCA exercise authority and control of the Armed Forces
through two distinct branches of the chain of command.
One branch runs from the President, through the Secretary of
Defense, directly to the commanders of combatant commands
for missions and forces assigned to their commands.  The other
branch, used for purposes other than operational direction of
forces assigned to combatant commands, runs from the
President, through the Secretary of Defense, to the Secretaries
of the Military Departments.  The Military Departments,
organized separately,  operate under the authority, direction,
and control of the Secretary of Defense.  The Secretaries of
the Military Departments exercise authority through their
respective Service Chiefs over their forces not assigned to the
combatant commanders.

Interagency coordination forges the vital link between the
military and the economic, diplomatic, and informational
entities of the USG as well as NGOs and IOs.  Successful
interagency coordination and planning enables these agencies,
departments, and organizations to mount a coherent and
efficient collective operation — to achieve unity of effort.

Across the range of military operations, a broad variety of
agencies — many with indispensable practical competencies
and major legal responsibilities — interact with the Armed
Forces of the United States.

Obtaining coordinated and integrated effort in an
interagency operation should not be equated to the command
and control (C2) of a military operation.  Various agencies’
different and sometimes conflicting goals, policies, procedures,
and decisionmaking techniques make unity of effort a
challenge.

Roles, Missions, and Functions

Chain of Command

Interagency Coordination
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Unified action in carrying
out the military component
of National Security
Strategy is accomplished
through an organized
defense framework.

Command is central to all
military action, and unity
of command is central to
unity of effort.

Levels of Authority.

A force assigned or
attached to a combatant
command may be
transferred from that
command only as directed
by the Secretary of
Defense.

As prescribed by higher authority, the Department of Defense
will maintain and employ Armed Forces to support and
defend the Constitution of the United States against all
enemies, foreign and domestic; ensure, by timely and effective
military action, the security of the United States, its
possessions, and areas vital to its interest; and uphold and
advance the national policies and interests of the United
States.

Command.  Although commanders may delegate authority
to accomplish missions, they may not absolve themselves of
the responsibility for the attainment of these missions.

Command and Staff.  JFCs are provided staffs to assist them
in the decisionmaking and execution process.  The staff is an
extension of the commander; its sole function is command
support, and its only authority is that which is delegated to it
by the commander.

The authority vested in a commander must be commensurate
with the responsibility assigned.  Levels of authority include
the four types of command relationships: COCOM,
operational control (OPCON), tactical control (TACON), and
support.  The other authorities are coordinating authority,
administrative control (ADCON), and direct liaison
authorized (DIRLAUTH).

All forces (except as noted in title 10, US Code (USC), section
162) are assigned to combatant commands by the Secretary
of Defense’s “Forces for Unified Commands” memorandum.
A force assigned or attached to a combatant command may
be transferred from that command only as directed by the
Secretary of Defense and under procedures prescribed by the
Secretary of Defense and approved by the President.  The
command relationship the gaining commander will exercise
(and the losing commander will relinquish) will be specified
by the Secretary of Defense.  Establishing authorities for
subordinate unified commands and JTFs may direct the
assignment or attachment of their forces to those subordinate
commands as appropriate.  When forces are transferred between
combatant commands, the command relationship the gaining
commander will exercise over those forces must be specified
by the Secretary of Defense.

Command Relationships and Assignment and Transfer of Forces

Functions of the Department of Defense
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Forces, not command
relationships, are
transferred between
commands.

Combatant command
(command authority) is
vested only in
commanders of combatant
commands or as directed
by the President and is
nontransferable.

Operational control is
command authority that
may be exercised by
commanders at any
echelon at or below the
level of combatant
command and may be
delegated within the
command.

Tactical control is the
detailed direction and
control of movements or
maneuvers within the
operational area
necessary to accomplish
assigned missions or tasks.

When the transfer of forces to a joint force will be permanent
(or for an unknown but long period of time) forces should be
reassigned.

When transfer of forces to a joint force is temporary, the forces
are attached to the gaining command and JFCs will exercise
OPCON or TACON, as appropriate, over the attached forces.

COCOM is the command authority over assigned forces
vested only in the commanders of combatant commands by
title 10, USC, section 164, or as directed by the President in
the Unified Command Plan (UCP), and cannot be delegated
or transferred.  COCOM is the authority of a combatant
commander to perform those functions of command over
assigned forces involving organizing and employing
commands and forces, assigning tasks, designating objectives,
and giving authoritative direction over all aspects of military
operations, joint training (or, in the case of USSOCOM,
training of assigned forces), and logistics necessary to
accomplish the missions assigned to the command.

OPCON is inherent in COCOM and is the authority to
perform those functions of command over subordinate forces
involving organizing and employing commands and forces,
assigning tasks, designating objectives, and giving authoritative
direction necessary to accomplish the mission.  OPCON
includes authoritative direction over all aspects of military
operations and joint training necessary to accomplish missions
assigned to the command.

TACON is the command authority over assigned or attached
forces or commands or military capability made available for
tasking that is limited to the detailed direction and control of
movements or maneuvers within the operational area
necessary to accomplish assigned missions or tasks.  TACON
is inherent in OPCON and may be delegated to and exercised
by commanders at any echelon at or below the level of
combatant command.

Combatant Command (Command Authority)

Operational Control

Tactical Control
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Support is a command authority.  A support relationship is
established by a superior commander between subordinate
commanders when one organization should aid, protect,
complement, or sustain another force.  Support may be
exercised by commanders at any echelon at or below the level
of combatant command.  Several categories of support have
been defined for use within a combatant command as
appropriate to better characterize the support that should be
given.  Support relationships may be categorized as general,
mutual, direct, and close.

ADCON is the direction or exercise of authority over
subordinate or other organizations with respect to
administration and support including organization of Service
forces, control of resources and equipment, personnel
management, unit logistics, individual and unit training,
readiness, mobilization, demobilization, discipline, and other
matters not included in the operational missions of the
subordinate or other organizations.  This is the authority
necessary to fulfill Military Department statutory
responsibilities for administration and support.

Coordinating authority is the authority delegated to a
commander or individual for coordinating specific functions
and activities involving forces of two or more Military
Departments, two or more joint force components, or two or
more forces of the same Service.  The commander or individual
has the authority to require consultation between the agencies
involved, but does not have the authority to compel agreement.

DIRLAUTH is that authority granted by a commander (at
any level) to a subordinate to directly consult or coordinate
an action with a command or agency within or outside of the
granting command.

Training and readiness oversight (TRO) is the authority
that combatant commanders may exercise over Reserve

The four categories of
support are general,
mutual, direct, and close.

Administrative control is
authority over subordinate
or other organizations
with respect to
administration and
support.

Coordinating authority is
used for coordinating
special functions and
activities.

Direct liaison authorized
is the authority to directly
consult or coordinate an
action.

Administrative Control

Coordinating Authority

Direct Liaison Authorized

Support

Training and Readiness Oversight
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Component (RC) forces when not on active duty and when
on active duty for training.  Combatant commanders will
normally exercise TRO over assigned RC forces through their
Service component commanders.

Command (the lawful authority of a commander) and control
(the regulation of forces and functions to accomplish the
mission in accordance with the commander’s intent) is the
most important function undertaken by a JFC.  C2 is the means
by which a JFC synchronizes and/or integrates joint force
activities in order to achieve unity of command and unity of
effort.  C2 ties together all the operational functions and
tasks and applies to all levels of war and echelons of command
across the range of military operations.

Unity of effort is strengthened through adherence to the
following C2 tenets.

C2 of joint operations begins by establishing unity of
command through the designation of a JFC with the requisite
authority to accomplish assigned tasks using an uncomplicated
chain of command.  It is essential for the JFC to ensure that
subordinate commanders, staff principals, and leaders of C2
nodes understand their authorities, their role in decisionmaking
and controlling, and their relationships with others.

Control of information is a prerequisite to maintaining C2
of a joint operation.  Identifying, requesting, receiving,
tracking, and disseminating the needed information ensures
that decision makers make informed, timely decisions.

Because JFCs seek to minimize restrictive control measures
and detailed instructions, they must find efficient and effective
ways to create cooperation and compliance.  The JFC does
this by fostering implicit communication and understanding
with all subordinates.   Two joint C2 concepts that nurture
implicit communications are commander’s intent and
mission-type orders.

The JFC can get inside the adversary’s decision and execution
cycle by making more timely decisions.  Doing so generates
adversary confusion and disorder and slows opponent
decisionmaking.  The commander who can gather information
and make decisions faster and better will generate a quicker
tempo of operations and gain a decided military advantage.

Command and control is
the exercise of authority
and direction by a properly
designated commander
over assigned and attached
forces.

Unity of command
requires clearly defined
authorities, roles, and
relationships.

Information management

Implicit communication

Timely decisionmaking

Joint Command and Control
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Integration, synchronization, and coordination methods and
tools encourage synergistic interaction among joint force
components.

Every joint force command headquarters has a rhythm
regulated by the flow of information and the decision cycle.
The keys to capturing and maintaining control over the
battle rhythm are simplicity and a sensitivity to the
components’ battle rhythms.

Intelligence, surveillance, and reconnaissance (ISR), space-
based, and command, control, communications, and computer
support systems must be responsive in real time to provide
the JFC with accurate, timely, relevant, and adequate
information.

The primary objective that the staff seeks to attain for the
commander, and for subordinate commanders, is
understanding or situational awareness — a prerequisite
in order for commanders to anticipate opportunities and
challenges.

Trust among the commanders and staffs in a joint force expands
the JFC’s options and enhances flexibility, agility, and the
freedom to take the initiative when conditions warrant.  Mutual
trust results from honest efforts to learn about and understand
the capabilities that each member brings to the joint force,
demonstrated competence, and planning and training together.

Where commonality or compatibility of interests exists,
nations may enter into political, economic, informational,
and military partnerships.  These partnerships occur in both
regional and worldwide patterns as nations seek opportunities
to promote their mutual national interests; ensure mutual
security against real and perceived threats; and conduct foreign
humanitarian assistance and peace operations.  Cultural,
psychological, economic, technological, informational, and
political factors, as well as transnational dangers, all impact
on multinational operations.

Robust integration,
synchronization, and
coordination mechanisms

Battle rhythm discipline

Responsive, interoperable
support systems

Situational awareness

Mutual trust

The United States often
has common or mutually-
compatible security
interests and participates
in operations with other
nations.

Multinational Operations
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Principles and Policy for Establishing Joint Commands

Some principles must be attained to ensure unity of effort
among allied or coalition forces.   First, there must be common
understanding among all national forces of the overall aim
of the multinational force (MNF) and the concept for its
attainment.  Coordinated policy, particularly on such matters
as alliance or coalition commanders’ authority over national
logistics (including infrastructure) and ISR, is required.
Finally, commanders and their representatives must establish
and maintain trust and confidence among the MNFs.  Plain
and objective communication , together with common
courtesy, is essential.

The President retains command authority over US forces.
This includes the authority and responsibility for effectively
using available resources and employment planning along with
organizing, directing, coordinating, controlling, and protecting
military forces for the accomplishment of assigned missions.
It is sometimes prudent or advantageous (for reasons such
as maximizing military effectiveness and ensuring unity of
effort) to place appropriate US forces under the OPCON
of a foreign commander to achieve specified military
objectives (see restrictions in Chapter IV, “Multinational
Operations”).  In making the determination to place US forces
under the OPCON of non-US commanders, the President
carefully considers such factors as the mission, size of the
proposed US force, risks involved, anticipated duration, and
rules of engagement.

In accordance with the UCP, combatant commands are
established by the President through the Secretary of Defense,
with the advice and assistance of the Chairman of the Joint
Chiefs of Staff.  Commanders of unified commands may
establish subordinate unified commands when so authorized
by the Secretary of Defense, through the Chairman of the
Joint Chiefs of Staff.  JTFs can be established by the Secretary
of Defense, a combatant commander, a subordinate unified
commander, or an existing JTF commander.

Attaining unity of effort
through unity of command
for a multinational
operation may not be
politically feasible, but it
should be a goal.

The chain of command
from the President to the
lowest US commander in
the field remains inviolate.

Joint forces are
established at three levels:
unified commands,
subordinate unified
commands, and JTFs.

Multinational Unity of Effort

Command and Control of US Forces in Multinational Operations
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Joint forces can be established on either a geographic or
functional basis.

Geographic Area.  Establishing a joint force on a geographic
area basis is the most commonly used method to assign
responsibility for continuing operations.  A JFC assigned a
geographic area is considered an area commander.  Only
commanders of geographic combatant commands are
assigned areas of responsibility.  Subordinate JFCs are
normally assigned other operational areas.

Functional Area.  Sometimes a joint force based solely on
military functions without respect to a specific geographic
region is more suitable  to fix responsibility for certain types
of continuing operations (e.g., the unified commands for
transportation, space, special operations, and strategic
operations).  The commander of a joint force established on a
functional basis is assigned a functional  responsibility by the
establishing authority.

JFCs have the authority to organize forces to best
accomplish the assigned mission based on their concept of
operations.  The JFC will establish subordinate commands,
assign responsibilities, establish or delegate appropriate
command relationships, and establish coordinating instructions
for their component commanders.  Sound organization
should provide for unity of effort, centralized planning and
direction, and decentralized execution.

The composition of the JFC’s staff will reflect the composition
of the joint force to ensure that those responsible for
employing  joint forces have a thorough knowledge of the
capabilities and limitations of assigned or attached forces.

Administrative and logistic support for joint forces are provided
through Service component commands.  The JFC also may
conduct operations through the Service component
commanders or, at lower echelons, through Service force
commanders.

The joint force
commander (JFC) is
assigned a geographic
area by the establishing
authority.

The JFC is assigned a
functional area for certain
types of continuing
operations.

The JFC organizes forces
to accomplish the mission.

All joint forces contain
Service components
because of administrative
and logistic requirements.

Organizing Joint Forces

Basis for Establishing Joint Forces
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Functional component commands can be appropriate when
forces from two or more Services must operate in the same
dimension or medium or there is a need to accomplish a
distinct aspect of the assigned mission.   Functional
component commands do not constitute a joint force.

Most often, joint forces are organized with a combination of
Service and functional component commands with operational
responsibilities.

A unified command is a command with broad continuing
missions under a single commander and composed of forces
from two or more Military Departments and which is
established by the President, through the Secretary of Defense,
with the advice and assistance of the Chairman of the Joint
Chiefs of Staff.  The unified commander can adapt a
command structure using any of the following six options:
1) subordinate unified command, 2) JTF, 3) functional
component, 4) Service component, 5) single-Service force
(normally the combatant commander assigns operations
requiring a single-Service force to a Service component),
or 6) Specific operational forces that, because of mission
assigned and the urgency of the situation, must remain
immediately responsive to the combatant commander.
These options do not in any way limit the commanders’
authority to organize their forces as they see fit.

A specified command is a command that has broad
continuing missions and that is established by the President
through the Secretary of Defense with the advice and
assistance of the Chairman of the Joint Chiefs of Staff.  It
normally is composed of forces from a single Military
Department, but it may include units and staff representation
from other Services.

When authorized by the NCA through the Chairman of the
Joint Chiefs of Staff, commanders of unified commands may
establish subordinate unified commands (also called subunified
commands) to conduct operations on a continuing basis in
accordance with the criteria set forth for unified commands.
A subordinate unified command may be established on a
geographical area or functional basis.

Functional components
may be established by
JFCs when forces of two
or more Services must
operate in the same
dimension.

Unified and specified
commands are established
by the President through
the Secretary of Defense.

Subordinate unified
commands are established
by commanders of unified
commands when so
authorized by the NCA.

Unified Command

Specified Command

Subordinate Unified Command
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A JTF is a joint force that is constituted and so designated by
the Secretary of Defense, a combatant commander, a
subordinate unified command commander, or an existing JTF
commander.  A JTF may be established on a geographical
area or functional basis when the mission has a specific
limited objective and does not require overall centralized
control of logistics.

This publication provides basic doctrine and guidance for
unified action and, together with Joint Publication 1, Joint
Warfare of the Armed Forces of the United States, serves as
the capstone for all US joint doctrine.  As such, this publication
specifies the authorized command relationships and authority
that military commanders can use, provides policy for the
exercise of that military authority, provides doctrine and
principles for C2, prescribes guidance for organizing joint
forces, and describes policy for selected joint activities.

CONCLUSION

A JTF can be established
by the Secretary of
Defense, and/or by
commanders of combatant
commands, subordinate
unified commands, or
existing JTFs.

Joint Task Force
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• Combatant commanders with
geographic responsibilities shall exercise
authority for force protection over all
DOD personnel (including their
dependents) assigned, attached,
transiting through, or training in the
combatant commander’s AOR; except
for those for whom the chief of mission
retains security responsibility.

• This authority enables combatant
commanders to change, modify,
prescribe, and enforce force protection
measures for covered forces.

• Directives from combatant commanders
having authority for force protection
should consider the worldwide mission
of those commanders with global
responsibilities.

For further detail concerning the force
protection authority of the geographic
combatant commanders, refer to DODD
2000.12, DOD Antiterrorism/Force
Protection (AT/FP) Program.

g. Assumption of Temporary
Command.  In the temporary absence of a
combatant commander from the command,

interim command will pass to the deputy
commander.  If a deputy commander has not
been designated, interim command will pass
to the next senior officer present for duty who
is eligible to exercise command, regardless
of Service affiliation.

3. Specified Command

There are currently no specified commands
designated.  Because the option to create a
specified command still exists, the following
information is provided.  A specified
command is a command that has broad
continuing missions and is established by the
President, through the Secretary of Defense,
with the advice and assistance of the Chairman
of the Joint Chiefs of Staff (see Figure V-3).

a. Composition.  Although a specified
command normally is composed of forces
from one Military Department, it may
include units and staff representation from
other Military Departments.

b. Transfer of Forces from Other
Military Departments.  When units of other
Military Departments are transferred
(assigned or attached) to the commander of a
specified command, the purpose and duration

Figure V-3.  Specified Command Organizational Options (When Designated)

SPECIFIED COMMAND ORGANIZATIONAL OPTIONS
(When Designated)

OPTIONAL *

COMMANDER IN CHIEF

Combatant Command (Command Authority)

SINGLE SERVICE
FORCE

JOINT TASK
FORCES

(Area or Functional)
*

ESTABLISHING AUTHORITY PROVIDING OTHER SERVICE FORCES SPECIFIES
ADMINISTRATIVE SUPPORT FOR THESE FORCES
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of the transfer normally will be indicated.
Such transfer, in and of itself, does not
constitute the specified command as a unified
command or a JTF.  If the transfer is major
and to be of long duration, a unified command
normally would be established in lieu of a
specified command.

c. Authority and Responsibilities.  The
commander of a specified command has the
same authority and responsibilities as the
commander of a unified command, except that
no authority exists to establish subordinate
unified commands.

4. Subordinate Unified
Command

When authorized by the NCA through the
Chairman of the Joint Chiefs of Staff,
commanders of unified commands may
establish subordinate unified commands
(also called subunified commands) to
conduct operations on a continuing basis in
accordance with the criteria set forth for

unified commands (see Figure V-4).  A
subordinate unified command (e.g., United
States Forces Korea, Special Operations
Command of Joint Forces Command) may be
established on a geographical area or
functional basis.  Commanders of
subordinate unified commands have
functions and responsibilities similar to
those of the commanders of unified
commands and exercise OPCON of assigned
commands and forces and normally over
attached forces within the assigned JOA or
functional area.  The commanders of
components or Service forces of
subordinate unified commands have
responsibilities and missions similar to
those for component commanders within
a unified command.  The Service component
or Service force commanders of a subordinate
unified command normally will communicate
directly with the commanders of the Service
component command of the unified command
on Service-specific matters and inform the
commander of the subordinate unified
command as that commander directs.

Figure V-4.  Subordinate Unified Command Organizational Options

SUBORDINATE UNIFIED COMMAND
ORGANIZATIONAL OPTIONS

Operational Control

OPTIONAL *

SUBORDINATE UNIFIED
COMMANDER

JOINT TASK
FORCES

(Area or Functional)

FUNCTIONAL
COMPONENTS**

SERVICE
COMPONENTS/

FORCES

ATTACHMENTS *



V-10

Chapter V

JP 0-2

5. Joint Task Force

As shown in Figure V-5, a JTF is a joint
force that is constituted and so designated by
the Secretary of Defense, a combatant
commander, a subordinate unified
commander, or an existing JTF commander.
(A naval force consisting of Navy and Marine
Corps forces does not by itself constitute a
JTF.)

a. A JTF may be established on a
geographical area or functional basis when
the mission has a specific limited objective
and does not require overall centralized
control of logistics.  The mission assigned to
a JTF should require execution of
responsibilities involving a joint force on a
significant scale and close integration of effort,
or should require coordination within a
subordinate area or coordination of local
defense of a subordinate area.  A JTF is
dissolved by the proper authority when the
purpose for which it was created has been
achieved or when it is no longer required.

b. The authority establishing a JTF
designates the commander and assigns the
mission and forces.

c. The commander of a JTF exercises
OPCON over assigned (and normally over
attached) forces.  The commander is
responsible for making recommendations to
the superior commander on the proper
employment of assigned and attached forces
and for accomplishing such operational
missions as may be assigned by the
establishing commander.  JTF commanders
also are responsible to the establishing
commander for the conduct of joint training
of assigned forces.

d. Although not recommended, due to the
need to concentrate on JTF-level
considerations, the JTF commander also
may act as the commander of a subordinate
command, when authorized by the
establishing authority.  When this is the case,
the commander also has the responsibilities
associated with the subordinate command for

Figure V-5.  Joint Task Force Organizational Options

*

* *

*

JOINT TASK FORCE ORGANIZATIONAL OPTIONS

JOINT TASK FORCE
COMMANDER

SERVICE
COMPONENTS/

FORCES

JOINT TASK
FORCES

(Area or Functional)

ATTACHMENTS

FUNCTIONAL
COMPONENTS

OPTIONAL

Operational Control
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the forces belonging to the parent Service.
The JTF establishing authority should
consider that dual-hatting a commander also
means dual-hatting the commander’s staff that
can result in forcing the staff to operate at the
operational and tactical levels simultaneously.

e. The JTF commander will have a joint
staff with appropriate members in key
positions of responsibility from each Service
or functional component having significant
forces assigned to the command.

f. JTF headquarters basing depends on the
JTF mission, operational environment, and
available capabilities and support.  Basing
options for a JTF headquarters include the
following:

• Land-based;

• Sea-based;

• Initially sea-based, then transition to a
different land-based staff; or

• Initially sea-based, then moves ashore
while retaining control.

For further detail concerning JTFs, refer
to JP 5-00.2, Joint Task Force Planning
Guidance and Procedures.

SECTION B.  THE
COMMANDER, STAFF, AND
COMPONENTS OF A JOINT

FORCE

6. Commander Responsibilities

a. Responsibilities of a Superior
Commander.   Although specific
responsibilities will vary, every superior
commander possesses the general
responsibilities to provide the following.

• Timely communication  of clear-cut
missions or tasks, together with the role
of each subordinate in the superior’s plan.
Tasks must be realistic and leave the
subordinate as much freedom of
execution as possible.

• Forces and other means in a timely
manner to immediate subordinates for
accomplishing assigned tasks.  This
includes the requisite time to plan and
prepare for military action.

• All available information  to
subordinates that bears on the changing
situation, including changes in plans,
missions and tasks; resources; and
friendly, enemy, and environmental
situations.

• Delegation of authority to subordinates
commensurate with their responsibilities.

b. Responsibilities of a Subordinate
Commander.   In addition to other
responsibilities that change according to
circumstances, all subordinate commanders
possess the general responsibilities to
provide for the following.

• The accomplishment of missions or
tasks assigned by the plans and orders
of the superior.  Authority normally is
given to the subordinate commander
to select the methodology for
accomplishing the mission; however, this
may be limited by establishing directives
issued by the superior commander to
ensure effective joint operations.  When
required by a changing situation, a
subordinate commander may depart in
some measure from the plan if the action
will not unnecessarily jeopardize friendly
forces and is in the best interest of better
accomplishing the overall objective.  Any
such departure from the plan by a



administrative control.  Direction or exercise
of authority over subordinate or other
organizations in respect to administration
and support, including organization of
Service forces, control of resources and
equipment, personnel management, unit
logistics, individual and unit training,
readiness, mobilization, demobilization,
discipline, and other matters not included
in the operational missions of the
subordinate or other organizations.  Also
called ADCON.  (JP 1-02)

alliance.  An alliance is the result of formal
agreements (i.e., treaties) between two or
more nations for broad, long-term
objectives which further the common
interests of the members.  (JP 1-02)

area of responsibility.  The geographical
area associated with a combatant command
within which a combatant commander has
authority to plan and conduct operations.
(This term and its definition modify the
existing term and its definition and are
approved for inclusion in the next edition
of JP 1-02.)

armed forces.  The military forces of a nation
or a group of nations.  (JP 1-02)

Armed Forces of the United States.  A term
used to denote collectively all components
of the Army, Navy, Air Force, Marine
Corps, and Coast Guard.  See also United
States Armed Forces.  (JP 1-02)

assign.  1.  To place units or personnel in an
organization where such placement is
relatively permanent, and/or where such
organization controls and administers the
units or personnel for the primary function,
or greater portion of the functions, of the
unit or personnel.  2.  To detail individuals
to specific duties or functions where such
duties or functions are primary and/or

relatively permanent.  See also attach.  (JP
1-02)

attach.  1.  The placement of units or
personnel in an organization where such
placement is relatively temporary.  2.  The
detailing of individuals to specific functions
where such functions are secondary or
relatively temporary, e.g., attached for
quarters and rations; attached for flying
duty.  See also assign.  (JP 1-02)

battlespace.  The environment, factors, and
conditions that must be understood to
successfully apply combat power, protect
the force, or complete the mission.  This
includes air, land, sea, space, and the
included enemy and friendly forces,
facilities, weather, terrain, the
electromagnetic spectrum, and information
environment within the operational areas
and areas of interest.  (JP 1-02)

boundary.  A line which delineates surface
areas for the purpose of facilitating
coordination and deconfliction of
operations between adjacent units,
formations, or areas.  (JP 1-02)

campaign.  A series of related military
operations aimed at accomplishing a
strategic or operational objective within a
given time and space.  See also campaign
plan.  (JP 1-02)

campaign plan. A plan for a series of related
military operations aimed at accomplishing
a strategic or operational objective within
a given time and space.  See also campaign.
(JP 1-02)

chain of command.  The succession of
commanding officers from a superior to a
subordinate through which command is
exercised.  Also called command channel.
(JP 1-02)
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close support.  That action of the supporting
force against targets or objectives which are
sufficiently near the supported force as to
require detailed integration or coordination
of the supporting action with the fire,
movement, or other actions of the supported
force.  (JP 1-02)

coalition.  An ad hoc arrangement between
two or more nations for common action.
(JP 1-02)

combatant command.  A unified or specified
command with a broad continuing mission
under a single commander established and
so designated by the President, through the
Secretary of Defense and with the advice
and assistance of the Chairman of the Joint
Chiefs of Staff.  Combatant commands
typically have geographic or functional
responsibilities.  (JP 1-02)

combatant command (command
authority).  Nontransferable command
authority established by title 10 (“Armed
Forces”), United States Code, section 164,
exercised only by commanders of unified
or specified combatant commands unless
otherwise directed by the President or the
Secretary of Defense.  Combatant
command (command authority) cannot be
delegated and is the authority of a
combatant commander to perform those
functions of command over assigned forces
involving organizing and employing
commands and forces, assigning tasks,
designating objectives, and giving
authoritative direction over all aspects of
military operations, joint training, and
logistics necessary to accomplish the
missions assigned to the command.
Combatant command (command authority)
should be exercised through the
commanders of subordinate organizations.
Normally, this authority is exercised
through subordinate joint force
commanders and Service and/or functional
component commanders.  Combatant

command (command authority) provides
full authority to organize and employ
commands and forces as the combatant
commander considers necessary to
accomplish assigned missions.  Operational
control is inherent in combatant command
(command authority).  Also called
COCOM.  See also combatant command;
combatant commander; operational control;
tactical control.  (JP 1-02)

combatant commander.  A commander in
chief of one of the unified or specified
combatant commands established by the
President.  Also called CINC. (JP 1-02)

combined.  Between two or more forces or
agencies of two or more allies.  (When all
allies or services are not involved, the
participating nations and services shall be
identified; e.g., combined navies.)  (JP 1-02)

command.   1.  The authority that a
commander in the Armed Forces lawfully
exercises over subordinates by virtue of
rank or assignment.  Command includes the
authority and responsibility for effectively
using available resources and for planning
the employment of, organizing, directing,
coordinating, and controlling military
forces for the accomplishment of assigned
missions.  It also includes responsibility for
health, welfare, morale, and discipline of
assigned personnel.  2.  An order given by
a commander; that is, the will of the
commander expressed for the purpose of
bringing about a particular action.  3.  A
unit or units, an organization, or an area
under the command of one individual.  See
also  combatant command; combatant
command (command authority).  Also
called CMD.  (JP 1-02)

command and control.  The exercise of
authority and direction by a properly
designated commander over assigned and
attached forces in the accomplishment of
the mission.  Command and control
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functions are performed through an
arrangement of personnel, equipment,
communications, facilities, and procedures
employed by a commander in planning,
directing, coordinating, and controlling
f o r c e s  a n d  o p e r a t i o n s  i n  t h e
accomplishment of the mission.  Also called
C2.  (JP 1-02)

command and control system.  The
facilities, equipment, communications,
procedures, and personnel essential to a
commander for planning, directing, and
controlling operations of assigned forces
pursuant to the missions assigned.  (JP 1-02)

commander’s critical information
requirements.  A comprehensive list of
information requirements identified by the
commander as being critical in facilitating
timely information management and the
decision making process that affect
successful mission accomplishment.  The
two key subcomponents are critical friendly
force information and priority intelligence
requirements. Also called CCIR.  (JP 1-02)

command relationships.  The interrelated
responsibilities between commanders, as
well as the operational authority exercised
by commanders in the chain of command;
defined further as combatant command
(command authority), operational control,
tactical control, or support.  (This term and
its definition modify the existing term and
its definition and are approved for inclusion
in the next edition of JP 1-02.)

component.  1.  One of the subordinate
organizations that constitute a joint force.
Normally, a joint force is organized with a
combination of Service and functional
components.  2.  In logistics, a part or
combination of parts having a specific
function which can be installed or replaced
only as an entity.  (JP 1-02)

continuity of operations.  The degree or state
of being continuous in the conduct of
functions, tasks, or duties necessary to
accomplish a military action or mission in
carrying out the national military strategy.
It includes the functions and duties of the
commander, as well as the supporting
functions and duties performed by the staff
and others acting under the authority and
direction of the commander.  Also called
COOP.  (JP 1-02)

coordinating authority.  A commander or
individual assigned responsibility for
coordinating specific functions or activities
involving forces of two or more Military
Departments, two or more joint force
components, or two or more forces of the
same Service.  The commander or
individual has the authority to require
consultation between the agencies involved,
but does not have the authority to compel
agreement.  In the event that essential
agreement cannot be obtained, the matter
shall be referred to the appointing authority.
Coordinating authority is a consultation
relationship, not an authority through which
command may be exercised.  Coordinating
authority is more applicable to planning and
similar activities than to operations.  (This
term and its definition modify the existing
term and its definition and are approved
for inclusion in the next edition of JP 1-
02.)

decentralized execution.  The delegation of
execution authority to subordinate
commanders.  (This term and its definition
are approved for inclusion in the next
edition of JP 1-02.)

direct liaison authorized.  That authority
granted by a commander (any level) to a
subordinate to directly consult or coordinate
an action with a command or agency within
or outside of the granting command.  Direct
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liaison authorized is more applicable to
planning than operations and always
carries with it the requirement of keeping
the commander granting direct liaison
authorized informed.  Direct liaison
authorized is a coordination relationship,
not an authority through which command
may be exercised.  Also called
DIRLAUTH.  (JP 1-02)

direct support.  A mission requiring a force
to support another specific force and
authorizing it to answer directly the
supported force’s request for assistance.  (JP
1-02)

directive authority for logistics.  Combatant
commander authority to issue directives to
subordinate commanders, including
peacetime measures, necessary to ensure the
effective execution of approved operation
plans.  Essential measures include the
optimized use or reallocation of available
resources and prevention or elimination of
redundant facilities and/or overlapping
functions among the Service component
commands.  (This term and its definition
are approved for inclusion in the next
edition of JP 1-02.)

doctrine.  Fundamental principles by which
the military forces or elements thereof guide
their actions in support of national
objectives.  It is authoritative but requires
judgment in application.  (JP 1-02)

executive agent.  A term used to indicate a
delegation of authority by the Secretary of
Defense to a subordinate to act on the
Secretary’s behalf.  An agreement between
equals does not create an executive agent.
For example, a Service cannot become a
Department of Defense executive agent for
a particular matter with simply the
agreement of the other Services; such
authority must be delegated by the

Secretary of Defense.  Designation as
executive agent, in and of itself, confers
no authority.  The exact nature and scope
of the authority delegated must be stated
in the document designating the executive
agent.  An executive agent may be limited
to providing only administration and
support or coordinating common functions,
or it may be delegated authority, direction,
and control over specified resources for
specified purposes.  (This term and its
definition modify the existing term and its
definition and are approved for inclusion
in the next edition of JP 1-02.)

force.  1.  An aggregation of military
personnel, weapon systems, equipment, and
necessary support, or combination thereof.
(This term and its definition modify the
existing term and its definition and are
approved for inclusion in the next edition
of JP 1-02.)

functional component command.   A
command normally, but not necessarily,
composed of forces of two or more Military
Departments which may be established
across the range of military operations to
perform particular operational missions that
may be of short duration or may extend over
a period of time.  (JP 1-02)

general support.  1.  That support which is
given to the supported force as a whole and
not to any particular subdivision thereof.
(JP 1-02)

integration.  1.  In force protection, the
synchronized transfer of units into an
operational commander’s force prior to
mission execution. 2. The arrangement of
military forces and their actions to create
a force that operates by engaging as a
whole.  3. In photography, a process by
which the average radar picture seen on
several scans of the time base may be
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obtained on a print, or the process by which
several photographic images are combined
into a single image.  (This term and its
definitions modify the existing term and
its definitions and are approved for
inclusion in the next edition of JP 1-02)

joint.  Connotes activities, operations,
organizations, etc., in which elements of
two or more Military Departments
participate.  (JP 1-02)

joint doctrine. Fundamental principles that
guide the employment of forces of two or
more Military Departments in coordinated
action toward a common objective.  It is
authoritative; as such joint doctrine will be
followed except when, in the judgment of
the commander, exceptional circumstances
dictate otherwise.  It will be promulgated
by or for the Chairman of the Joint Chiefs
of Staff, in coordination with the combatant
commands and Services.  (JP 1-02)

joint force.  A general term applied to a force
composed of significant elements, assigned
or attached, of two or more Military
Departments, operating under a single joint
force commander.  (JP 1-02)

joint force commander.  A general term
applied to a combatant commander,
subunified commander, or joint task force
commander authorized to exercise
combatant command (command authority)
or operational control over a joint force.
Also called JFC.  (JP 1-02)

joint operations.  A general term to describe
military actions conducted by joint forces,
or by Service forces in relationships (e.g.,
support, coordinating authority), which, of
themselves, do not create joint forces.  (JP
1-02)

joint operations area.  An area of land, sea,
and airspace, defined by a geographic
combatant commander or subordinate

unified commander, in which a joint force
commander (normally a joint task force
commander) conducts military operations
to accomplish a specific mission.  Joint
operations areas are particularly useful
when operations are limited in scope and
geographic area or when operations are to
be conducted on the boundaries between
theaters.  Also called JOA.  (JP 1-02)

joint operations center.  A jointly manned
facility of a joint force commander’s
headquarters established for planning,
monitoring, and guiding the execution of
the commander’s decisions.  Also called
JOC.  (JP 1-02)

joint staff.  1.  The staff of a commander of a
unified or specified command, subordinate
unified command, joint task force, or
subordinate functional component (when
a functional component command will
employ forces from more than one Military
Department), which includes members
from the several Services comprising the
force.  These members should be assigned
in such a manner as to ensure that the
commander understands the tactics,
techniques, capabilities, needs, and
limitations of the component parts of the
force.  Positions on the staff should be
divided so that Service representation and
influence generally reflect the Service
composition of the force.  2.  (capitalized
as Joint Staff)  The staff under the Chairman
of the Joint Chiefs of Staff as provided for
in the National Security Act of 1947, as
amended by the Goldwater-Nichols
Department of Defense Reorganization Act
of 1986.  The Joint Staff assists the
Chairman and, subject to the authority,
direction, and control of the Chairman, the
other members of the Joint Chiefs of Staff
and the Vice Chairman in carrying out their
responsibilities.  Also called JS.  (JP 1-02)

Joint Strategic Capabilities Plan.  The Joint
Strategic Capabilities Plan (JSCP) provides
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guidance to the combatant commanders
and the Joint Chiefs of Staff to accomplish
tasks and missions based on current
military capabilities.  It apportions
resources to combatant commanders, based
on military capabilities resulting from
completed program and budget actions and
intelligence assessments.  The JSCP
provides a coherent framework for
capabilities-based military advice provided
to the National Command Authorities.  Also
called JSCP.  (JP 1-02)

joint task force.  A joint force that is
constituted and so designated by the
Secretary of Defense, a combatant
commander, a subunified commander, or
an existing joint task force commander.
Also called JTF.  (JP 1-02)

Military Department.   One of the
departments within the Department of
Defense created by the National Security
Act of 1947, as amended.  (JP 1-02)

Military Service.  A branch of the Armed
Forces of the United States, established by
act of Congress, in which persons are
appointed, enlisted, or inducted for military
service, and which operates and is
administered within a military or executive
department.  The Military Services are:  the
United States Army, the United States Navy,
the United States Air Force, the United
States Marine Corps, and the United States
Coast Guard.  (JP 1-02)

multinational force.  A force composed of
military elements of nations who have
formed an alliance or coalition for some
specific purpose.  See also multinational
operations.  (This term and its definition
modify the existing term and its definition
and are approved for inclusion in the next
edition of JP 1-02.)

multinational force commander.  A general
term applied to a commander who exercises

command authority over a military force
composed of elements from two or more
nations. The extent of the multinational
force commander’s command authority is
determined by the participating nations.
Also called MNFC.  (JP 1-02)

multinational operations.  A collective term
to describe military actions conducted by
forces of two or more nations, usually
undertaken within the structure of a
coalition or alliance.  (JP 1-02)

mutual support.  That support which units
render each other against an enemy, because
of their assigned tasks, their position
relative to each other and to the enemy, and
their inherent capabilities.  (JP 1-02)

National Command Authorities.   The
President and the Secretary of Defense or
their duly deputized alternates or
successors.  Also called NCA.  (JP 1-02)

National Military Command System.  The
priority component of the Global
Command and Control System designed
to support the National Command
Authorities and Joint Chiefs of Staff in the
exercise of their responsibilities.  Also
called NMCS.  (JP 1-02)

national military strategy.  The art and
science of distributing and applying military
power to attain national objectives in peace
and war.  (JP 1-02)

national security strategy.  The art and science
of developing, applying, and coordinating the
instruments of national power (diplomatic,
economic, military, and informational) to
achieve objectives that contribute to national
security.  Also called national strategy or grand
strategy.  (JP 1-02)

national support element.  Any national
organization or activity that supports
national forces that are a part of a
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multinational force.  Their mission is
nation-specific support to units and
common support that is retained by the
nation.  Also called NSE.  (This term and
its definition are approved for inclusion in
the next edition of JP 1-02.)

nongovernmental organizations.
Transnational organizations of private
citizens that maintain a consultative status
with the Economic and Social Council of
the United Nations.  Nongovernmental
organizations may be professional
associations, foundations, multinational
businesses, or simply groups with a
common interest in humanitarian assistance
activities (development and relief).
“Nongovernmental organizations” is a term
normally used by non-United States
organizations.  Also called NGOs.  (JP
1-02)

objective.  1. The clearly defined, decisive,
and attainable goals towards which every
military operation should be directed.  2.
The specific target of the action taken (for
example, a definite terrain feature, the
seizure or holding of which is essential to
the commander’s plan, or, an enemy force
or capability without regard to terrain
features).  (This term and its definition are
provided for information only and are
proposed for inclusion in JP 1-02 by JP 3-0.)

operational area.  An overarching term
encompassing more descriptive terms for
geographic areas in which military
operations are conducted.  Operational
areas include, but are not limited to, such
descriptors as area of responsibility, theater
of war, theater of operations, joint
operations area, amphibious objective area,
joint special operations area, and area of
operations.  (This term and its definition
are provided for information only and are
proposed for inclusion in JP 1-02 by JP
3-0.)

operational control.  Command authority
that may be exercised by commanders at
any echelon at or below the level of
combatant command.  Operational control
is inherent in combatant command
(command authority) and may be delegated
within the command.  When forces are
transferred between combatant commands,
the command relationship the gaining
commander will exercise (and the losing
commander will relinquish) over these
forces must be specified by the Secretary
of Defense.  Operational control is the
authority to perform those functions of
command over subordinate forces
involving organizing and employing
commands and forces, assigning tasks,
designating objectives, and giving
authoritative direction necessary to
accomplish the mission.  Operational
control includes authoritative direction over
all aspects of military operations and joint
training necessary to accomplish missions
assigned to the command.  Operational
control should be exercised through the
commanders of subordinate organizations.
Normally this authority is exercised through
subordinate joint force commanders and
Service and/or functional component
commanders.  Operational control normally
provides full authority to organize
commands and forces and to employ those
forces as the commander in operational
control considers necessary to accomplish
assigned missions; it does not, in and of
itself, include authoritative direction for
logistics or matters of administration,
discipline, internal organization, or unit
training.  Also called OPCON.  (This term
and its definition modify the existing term
and its definition and are approved for
inclusion in the next edition of JP 1-02.)

Service component command. A command
consisting of the Service component
commander and all those Service forces,
such as individuals, units, detachments,
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organizations, and installations under the
command, including the support forces that
have been assigned to a combatant
command, or further assigned to a
subordinate unified command or joint task
force.  See also component; functional
component command.  (JP 1-02)

specified command.  A command that has
a broad, continuing mission, normally
functional, and is established and so
designated by the President through the
Secretary of Defense with the advice and
assistance of the Chairman of the Joint
Chiefs of Staff.  It normally is composed of
forces from a single Military Department.
Also called specified combatant command.
(JP 1-02)

subordinate unified command.   A
command established by commanders of
unified commands, when so authorized
through the Chairman of the Joint Chiefs
of Staff, to conduct operations on a
continuing basis in accordance with the
criteria set forth for unified commands.  A
subordinate unified command may be
established on an area or functional basis.
Commanders of subordinate unified
commands have functions and
responsibilities similar to those of the
commanders of unified commands and
exercise operational control of assigned
commands and forces within the assigned
operational area.  Also called subunified
command.  (JP 1-02)

support.  1.  The action of a force that aids,
protects, complements, or sustains another
force in accordance with a directive
requiring such action.  2.  A unit that helps
another unit in battle. 3.  An element of a
command that assists, protects, or supplies
other forces in combat.  (This term and its
definition modify the existing term and its
definition and are approved for inclusion
in the next edition of JP 1-02.)

supported commander.  1.  The commander
having primary responsibility for all
aspects of a task assigned by the Joint
Strategic Capabilities Plan or other joint
operation planning authority.  In the
context of joint operation planning, this
term refers to the commander who prepares
operation plans or operation orders in
response to requirements of the Chairman
of the Joint Chiefs of Staff.  2.  In the
context of a support command relationship,
the commander who receives assistance
from another commander’s force or
capabilities, and who is responsible for
ensuring that the supporting commander
understands the assistance required.  (This
term and its definition are provided for
information only and are proposed for
inclusion in JP 1-02 by JP 3-0.)

supporting commander.  1.  A commander
who provides augmentation forces or other
support to a supported commander or who
develops a supporting plan.  Includes the
designated combatant commands and
Defense agencies as appropriate.  2.  In the
context of a support command relationship,
the commander who aids, protects,
complements, or sustains another
commander’s force, and who is responsible
for providing the assistance required by the
supported commander.  (This term and its
definition are provided for information only
and are proposed for inclusion in JP 1-02
by JP 3-0.)

tactical control.  Command authority over
assigned or attached forces or commands,
or military capability or forces made
available for tasking, that is limited to the
detailed direction and control of movements
or maneuvers within the operational area
necessary to accomplish missions or tasks
assigned.  Tactical control is inherent in
operational control.  Tactical control may
be delegated to, and exercised at any level
at or below the level of combatant
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command.  When forces are transferred
between combatant commands, the
command relationship the gaining
commander will exercise (and the losing
commander will relinquish) over these
forces must be specified by the Secretary
of Defense.  Tactical control provides
sufficient authority for controlling and
directing the application of force or tactical
use of combat support assets within the
assigned mission or task. Also called
TACON.  (This term and its definition
modify the existing term and its definition
and are approved for inclusion in the next
edition of JP 1-02.)

tactics.  1.  The employment of units in
combat.  2.  The ordered arrangement and
maneuver of units in relation to each other
and/or to the enemy in order to use their
full potentialities.  (JP 1-02)

training and readiness oversight.  The
authority that combatant commanders may
exercise over assigned Reserve Component
(RC) forces when not on active duty or
when on active duty for training.  As a
matter of Department of Defense policy, this
authority includes:  a.  Providing guidance
to Service component commanders on
operational requirements and priorities to
be addressed in Military Department
training and readiness programs; b.
Commenting on Service component
program recommendations and budget
requests; c.  Coordinating and approving
participation by assigned RC forces in joint
exercises and other joint training when on
active duty for training or performing
inactive duty for training; d.  Obtaining and
reviewing readiness and inspection reports
on assigned RC forces; and e.  Coordinating
and reviewing mobilization plans
(including post-mobilization training
activities and deployability validation
procedures) developed for assigned RC
forces.  Also called TRO. (This term and

its definition are approved for inclusion in
the next edition of JP 1-02.)

transient forces.  Forces which pass or stage
through, or base temporarily within, the
operational area of another command but
are not under its operational control. (This
term and its definition modify the existing
term and its definition and are approved
for inclusion in the next edition of JP 1-
02.)

unified action.  A broad generic term that
describes the wide scope of actions
(including the synchronization of activities
with governmental and nongovernmental
agencies) taking place within unified
commands, subordinate unified commands,
or joint task forces under the overall
direction of the commanders of those
commands.  (JP 1-02)

Unified Action Armed Forces.  A
publication setting forth the policies,
principles, doctrines, and functions
governing the activities and performance
of the Armed Forces of the United States
when two or more Military Departments
or Service elements thereof are acting
together.  Also called UNAAF.  (JP 1-02)

unified command.  A command with a broad
continuing mission under a single
commander and composed of significant
assigned components of two or more
Military Departments, and which is
established and so designated by the
President, through the Secretary of Defense
with the advice and assistance of the
Chairman of the Joint Chiefs of Staff.  Also
called unified combatant command.  (JP
1-02)

Unified Command Plan.  The document,
approved by the President, which sets forth
basic guidance to all unified combatant
commanders; establishes their missions,
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responsibilities, and force structure;
delineates the general geographical area of
responsibility for geographic combatant
commanders; and specifies functional
responsibilities for functional combatant
commanders.  Also called UCP.  (JP 1-02)

United States Armed Forces.  Used to
denote collectively only the regular
components of the Army, Navy, Air Force,
Marine Corps, and Coast Guard.  See also
Armed Forces of the United States.  (JP 1-
02)
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Department of Defense

DIRECTIVE

NUMBER 5100.1
August 1, 2002

DA&M

SUBJECT:  Functions of the Department of Defense and Its Major Components 

References:  (a)  DoD Directive 5100.1, subject as above, September 25, 1987 (hereby 
canceled)

(b)  Title 10, United States Code
(c)  DoD Directive 5158.1, "Organization of the Joint Chiefs of Staff and 

Relationships with the Office of the Secretary of Defense," May 1, 
1985

(d)  Title 5, United States Code, Appendix, "Inspector General Act of 
1978," as amended

(e)  through (ae), see enclosure 1

1.  REISSUANCE AND PURPOSE 

This Directive:

1.1.  Cancels reference (a).

1.2.  Promulgates the functions of the Department of Defense and its major 
components according to 10 U.S.C. (reference (b)).

2.  ORGANIZATIONAL RELATIONSHIPS IN THE DEPARTMENT OF DEFENSE 

2.1.  All functions in the Department of Defense and its component agencies are 
performed under the authority, direction, and control of the Secretary of Defense.

2.2.  The Department of Defense is composed of the Office of the Secretary of 
Defense (OSD), the Military Departments, the Chairman of the Joint Chiefs of Staff 
(JCS), the Combatant Commands, the Inspector General of the Department of Defense, 
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the Defense Agencies, the DoD Field Activities, and such other offices, agencies, 
activities and commands established or designated by law, or by the President or by the 
Secretary of Defense.   The functions of the heads of these offices shall be as assigned 
by the Secretary of Defense according to existing law.

2.2.1.  In providing immediate staff assistance and advice to the Secretary of 
Defense, the OSD and the JCS, though separately identified and organized, function in 
full coordination and cooperation in accordance with reference (c).

2.2.1.1.  The OSD includes the Deputy Secretary of Defense, Under 
Secretaries of Defense, Director of Defense Research and Engineering, Assistant 
Secretaries of Defense, Director of Operational Test and Evaluation, General Counsel 
of the Department of Defense, the Inspector General of the Department of Defense, the 
Assistants to the Secretary of Defense, the OSD Directors who report directly to the 
Secretary or Deputy Secretary of Defense, and such other offices and officials 
established by law or by the Secretary of Defense.

2.2.1.2.  The Chairman and the Joint Chiefs of Staff are responsible to the 
Secretary of Defense for the functions assigned to them.   To the extent it does not 
impair independence in the performance of their duties as members of the Joint Chiefs 
of Staff, members of the Joint Chiefs of Staff, except the Chairman, shall inform the 
Secretary of their respective Military Departments regarding military advice rendered as 
members of the Joint Chiefs of Staff on matters affecting the Military Departments.

2.2.1.3.  The Inspector General, Department of Defense, provides staff 
assistance and advice to the Secretary of Defense according to the responsibilities 
specified in Public Law 95-452 and DoD Directive 5106.1 (references (d) and (e)).

2.2.2.  Each Military Department (the Department of the Navy to include the 
United States Marine Corps, and the United States Coast Guard when transferred 
according to sections 2, 3, and 145 of reference (f)) shall be separately organized under 
its own Secretary and shall function under the authority, direction, and control of the 
Secretary of Defense.   Orders to the Military Departments shall be issued through the 
Secretaries of these Departments, or their designees, by the Secretary of Defense or 
under authority specifically delegated in writing by the Secretary of Defense or as 
provided by law.
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2.2.2.1.  The Secretary of each Military Department, and the civilian 
employees and members of the Armed Forces under the jurisdiction of the Military 
Department Secretary, shall cooperate fully with the OSD to achieve efficient 
administration of the Department of Defense and to carry out effectively the authority, 
direction, and control of the Secretary of Defense.

2.2.2.2.  The Secretary of Defense shall keep the Secretaries of the 
Military Departments informed with respect to military operations and activities of the 
Department of Defense that directly affect their respective responsibilities.

2.2.3.  The Commanders of the Combatant Commands are responsible to the 
President and the Secretary of Defense for accomplishing the military missions 
assigned to them and shall exercise command authority over forces assigned to them as 
directed by the Secretary of Defense pursuant to section 10 U.S.C. 164 (reference 
(b)).   The operational chain of command runs from the President to the Secretary of 
Defense to the Commanders of the Combatant Commands.   The Chairman, JCS, 
functions within the chain of command by transmitting to the Commanders of the 
Combatant Commands the orders of the President or the Secretary of Defense.

2.2.3.1.  Orders to such commanders shall be issued by the President or 
the Secretary of Defense or by the Chairman, JCS, with the authority and direction of 
the President or the Secretary of Defense.

2.2.3.2.  Communications from the President or the Secretary of Defense 
to the Commanders of the Combatant Commands shall be transmitted through the 
Chairman, JCS.   Communications from the Commanders of the Combatant Commands 
to the President or the Secretary of Defense shall be transmitted through the Chairman, 
JCS.

2.2.3.3.  Communications in matters of joint interest, addressed to the 
Commanders of the Combatant Commands by other authority, shall, unless urgent 
circumstances do not permit, be coordinated with the Chairman, JCS.   Information 
copies of all communications in matters of joint interest between Washington-level 
offices, agencies, activities and commands and the Combatant Commands shall be 
provided to the Chairman, JCS.

2.2.3.4.  Subject to the authority, direction, and control of the Secretary 
of Defense, the Chairman acts as the spokesman for Commanders of the Combatant 
Commands, especially on the operational requirements of their commands and shall be 
responsible for overseeing the activities of the Combatant Commands.   The President 
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and the Secretary of Defense may assign other duties to the Chairman to assist the 
President and the Secretary of Defense in performing their command functions.

3.  FUNCTIONS OF THE DEPARTMENT OF DEFENSE 

As prescribed by higher authority, the Department of Defense shall maintain and employ 
Armed Forces to:

3.1.  Support and defend the Constitution of the United States against all enemies, 
foreign and domestic.

3.2.  Ensure, by timely and effective military action, the security of the United 
States, its possessions, and areas vital to its interest.

3.3.  Uphold and advance the national policies and interests of the United States.

4.  FUNCTIONS OF THE JOINT CHIEFS OF STAFF 

The JCS, consisting of the Chairman; the Chief of Staff, U.S. Army; the Chief of Naval 
Operations; the Chief of Staff, U.S. Air Force; and the Commandant of the Marine 
Corps, and supported by the Joint Staff, constitute the immediate military staff of the 
Secretary of Defense.

4.1.  The Chairman, JCS is the principal military advisor to the President, the 
National Security Council (NSC), and the Secretary of Defense.   Subject to the 
authority, direction, and control of the President and the Secretary of Defense, the 
Chairman shall be responsible for the following principal functions:

4.1.1.  To advise and assist the Secretary of Defense on the preparation of 
annual policy guidance for the Heads of the DoD Components for the preparation and 
review of program recommendations and budget proposals.

4.1.2.  To advise the Secretary of Defense on the preparation of policy 
guidance for the preparation and review of contingency plans.

4.1.3.  To assist the President and the Secretary of Defense in providing for 
the strategic direction of the Armed Forces, including the direction of operations 
conducted by the Commanders of the Combatant Commands.
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4.1.4.  To prepare strategic plans, including plans that conform with resource 
levels projected by the Secretary of Defense to be available for the period of time for 
which the plans are to be effective.

4.1.5.  To prepare joint logistic and mobility plans to support those strategic 
plans and recommend the assignment of logistics and mobility responsibilities to the 
Armed Forces in accordance with those logistic and mobility plans.

4.1.6.  To prepare military strategy and assessments of the associated risks.   
These will include the following:

4.1.6.1.  A military strategy to support national objectives within policy 
and resource-level guidance provided by the Secretary of Defense.   Such strategy shall 
include broad military options prepared by the Chairman with the advice of the JCS and 
the Commanders of the Combatant Commands.

4.1.6.2.  Net assessments to determine the capabilities of the Armed 
Forces of the United States and its allies as compared to those of possible adversaries.

4.1.7.  To provide for the preparation and review of contingency plans that 
conform to policy guidance from the President and the Secretary of Defense.

4.1.8.  To prepare joint logistics and mobility plans to support those 
contingency plans and recommend the assignment of logistic and mobility 
responsibilities to the Armed Forces in accordance with those logistic and mobility 
plans.

4.1.9.  To advise the Secretary of Defense on critical deficiencies and 
strengths in force capabilities (including manpower, logistic, and mobility support) 
identified during the preparation and review of contingency plans, and assess the effect 
of such deficiencies and strengths on meeting national security objectives and policy and 
on strategic plans.

4.1.10.  After consultation with the Commanders of the Combatant Commands, 
to establish and maintain a uniform system for evaluating the preparedness of each 
Combatant Command to carry out missions assigned to the command.

4.1.11.  To advise the Secretary of Defense on the priorities of the 
requirements, especially operational requirements, identified by the Commanders of the 
Combatant Commands.
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4.1.12.  To advise the Secretary of Defense on the extent to which the program 
recommendations and budget proposals of the Military Departments and other 
Components of the Department of Defense conform with the priorities established in 
strategic plans and with the priorities established for requirements of the Commanders 
of the Combatant Commands.

4.1.13.  To submit to the Secretary of Defense, when deemed necessary, 
alternative program recommendations and budget proposals within projected resource 
levels and guidance provided by the Secretary of Defense, to achieve greater 
conformance with the priorities established in strategic plans and with the priorities for 
the requirements of the Commanders of the Combatant Commands.

4.1.14.  To recommend budget proposals, pursuant to guidance of the 
Secretary of Defense, for activities of each Combatant Command, as appropriate.   
Activities for which funding may be requested include:

4.1.14.1.  Joint Exercises.

4.1.14.2.  Force Training.

4.1.14.3.  Contingencies.

4.1.14.4.  Selected Operations.

4.1.15.  To advise the Secretary of Defense on the extent to which the major 
programs and policies of the Armed Forces in the area of manpower conform with 
strategic plans.

4.1.16.  To assess military requirements for defense acquisition programs.

4.1.17.  To develop and establish doctrine for all aspects of the joint 
employment of the Armed Forces.

4.1.18.  To formulate policies for coordinating the military education and 
training of members of the Armed Forces.

4.1.19.  To provide for representation of the United States on the Military 
Staff Committee of the United Nations in accordance with the Charter of the United 
Nations.
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4.1.20.  To submit to the Secretary of Defense, not less than once every 3 
years, a report containing such recommendations for changes in the assignment of 
functions (roles and missions) to the Armed Forces as the Chairman considers 
necessary to achieve maximum effectiveness of the Armed Forces.

4.1.21.  To prescribe the duties and functions of the Vice Chairman, JCS, 
subject to approval of the Secretary of Defense.

4.1.22.  To exercise exclusive direction of the Joint Staff.

4.1.23.  To attend and participate in meetings of the NSC subject to the 
direction of the President.

4.1.24.  To advise and assist the President and the Secretary of Defense on 
establishing Combatant Commands to perform military missions and on prescribing the 
force structure of those commands.

4.1.25.  Periodically, not less than every 2 years, to review the missions, 
responsibilities (including geographic boundaries), and force structure of each 
Combatant Command; and recommend to the President through the Secretary of 
Defense, any changes to missions, responsibilities, and force structure, as may be 
necessary.

4.1.26.  To transmit communications between the President or the Secretary 
of Defense and the Commanders of the Combatant Commands, as directed by the 
President.

4.1.27.  To perform duties, as assigned by the President or the Secretary of 
Defense, to assist the President and the Secretary of Defense in performing their 
command function.

4.1.28.  To oversee the activities of the Combatant Commands.

4.1.29.  To advise the Secretary of Defense on whether a Commander of a 
Combatant Command has sufficient authority, direction, and control over the commands 
and forces assigned to the command to exercise effective command of those commands 
and forces.

4.1.30.  To advise and assist the Secretary of Defense on measures to provide 
for the administration and support of forces assigned to each Combatant Command.
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4.1.31.  To advise the Secretary of Defense on whether aspects of the 
administration and support necessary for the accomplishment of missions should be 
assigned to the Commander of a Combatant Command.

4.1.32.  To serve as the spokesman for Commanders of the Combatant 
Commands, especially on the operational requirements of their commands.

4.1.33.  To provide overall supervision of those Defense Agencies and DoD 
Field Activities that the Secretary of Defense has designated the Chairman, JCS to 
oversee.   Perform such other functions with respect to the Defense Agencies and DoD 
Field Activities as assigned by the Secretary of Defense.

4.1.34.  Periodically, not less than every 2 years, to report to the Secretary of 
Defense on the responsiveness and readiness of designated combat-support agencies.

4.1.35.  To provide for the participation of combat-support agencies in joint 
training exercises, assess their performance, and take steps to provide for changes to 
improve their performance.

4.1.36.  To develop, in consultation with the director of each combat-support 
agency, and maintain a uniform readiness reporting system for combat-support agencies.

4.1.37.  To advise and assist the Secretary of Defense on the periodic review 
and revision of the curriculum of each professional military education school to 
enhance the education and training of officers in joint matters.

4.1.38.  To review the reports of selection boards that consider for promotion 
officers serving, or having served, in joint duty assignments according to guidelines 
furnished by the Secretary of Defense and return the reports with determinations and 
comments to the Secretary of the appropriate Military Department.

4.1.39.  To advise the Secretary of Defense on the establishment of career 
guidelines for officers with the joint specialty.

4.1.40.  To submit to the Secretary of Defense an evaluation of the joint duty 
performance of officers recommended for an initial appointment to the grade of 
lieutenant general or vice admiral, or initial appointment as general or admiral.

4.1.41.  To promulgate JCS publications to provide military guidance for joint 
activities of the Armed Forces.
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4.1.42.  To review the plans and programs of the Commanders of the 
Combatant Commands to determine their adequacy and feasibility for the performance 
of assigned missions.

4.1.43.  To provide military guidance for use by the Military Departments, the 
Military Services, and the Defense Agencies in the preparation of their respective 
detailed plans.

4.1.44.  To participate, as directed, in the preparation of combined plans for 
military action in conjunction with the Armed Forces of other nations.

4.1.45.  To determine the headquarters support, such as facilities, personnel, 
and communications, required by the Combatant Commands, and recommend the 
assignment to the Military Departments of the responsibilities for providing such 
support.

4.1.46.  To prepare and submit to the Secretary of Defense, for information 
and consideration, general strategic guidance for the development of industrial and 
manpower mobilization programs.

4.1.47.  To prepare and submit to the Secretary of Defense military guidance 
for use in the development of military aid programs and other actions relating to foreign 
military forces.

4.1.48.  To formulate policies for the joint training of the Armed Forces.

4.1.49.  To assess joint military requirements for command, control, and 
communications; recommend improvements; and provide guidance on aspects that relate 
to the conduct of joint operations.

4.1.50.  To prepare and submit to the Secretary of Defense, for information 
and consideration in connection with the preparation of budgets, statements of military 
requirements based upon U.S. strategic war plans.   These statements of requirements 
shall include tasks, priority of tasks, force requirements, and general strategic guidance 
for developing military installations and bases, and for equipping and maintaining 
military forces.

4.1.51.  In carrying out his functions, duties, and responsibilities, the Chairman, 
JCS, shall, as considered appropriate, consult with and seek the advice of the other 
members of the JCS and the Commanders of the Combatant Commands.
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4.1.52.  To perform such other duties as the President or the Secretary of 
Defense may prescribe.

4.2.  The other members of the JCS are military advisers to the President, the NSC, 
and the Secretary of Defense, as specified below:

4.2.1.  A member of the JCS may submit to the Chairman advice or an opinion 
in disagreement with, or in addition to, the advice or opinion presented by the 
Chairman.   If a member submits such advice or opinion, the Chairman shall present that 
advice or opinion to the President, Secretary of Defense, or NSC at the same time that 
he presents his own advice.   The Chairman shall also, as he considers appropriate, 
inform the President, the NSC, or the Secretary of Defense of the range of military 
advice and opinion with respect to any matter.

4.2.2.  The members of the JCS, individually or collectively, in their capacity 
as military advisers, shall provide advice to the President, the NSC, or the Secretary of 
Defense on a particular matter when the President, the NSC, or the Secretary of 
Defense requests such advice.

4.3.  The Vice Chairman of the JCS shall perform such duties as may be prescribed 
by the Chairman with the approval of the Secretary of Defense.   When there is a 
vacancy in the Office of the Chairman or in the absence or disability of the Chairman, 
the Vice Chairman acts as Chairman and performs the duties of the Chairman until a 
successor is appointed or the absence or disability ceases.

5.  FUNCTIONS OF THE COMBATANT COMMANDERS 

5.1.  Unless otherwise directed by the President or the Secretary of Defense, the 
authority, direction, and control of the Commander of a Combatant Command with 
respect to the commands and forces assigned to that command include the following 
command functions:

5.1.1.  To give authoritative direction to subordinate commands and forces 
necessary to carry our missions assigned to the command, including authoritative 
direction over all aspects of military operations, joint training, and logistics;

5.1.2.  To prescribe the chain of command to the commands and forces within 
the command;
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5.1.3.  To organize commands and forces within that command as he considers 
necessary to carry out missions assigned to the command;

5.1.4.  To employ forces within that command as he considers necessary to 
carry out missions assigned to the command;

5.1.5.  To assign command functions to subordinate commanders;

5.1.6.  To coordinate and approve those aspects of administration, support 
(including control of resources and equipment, internal organization, and training), and 
discipline necessary to carry out missions assigned to the command; and

5.1.7.  To exercise the authority with respect to selecting subordinate 
commanders, selecting combatant command staff, suspending subordinates, and 
convening courts-martial, as provided in 10 U.S.C. (reference (b)).

5.2.  If a Commander of a Combatant Command at any time considers his authority, 
direction, or control with respect to any of the commands or forces assigned to the 
command to be insufficient to command effectively, the commander shall promptly 
inform the Secretary of Defense.

5.3.  Unless otherwise directed by the President or the Secretary of the Defense, 
Commanders of the Combatant Commands exercise authority over subordinate 
commanders as follows:

5.3.1.  Commanders of commands and forces assigned to a Combatant 
Command are under the authority, direction, and control of, and are responsible to, the 
Commander of the Combatant Command on all matters for which the Commander of 
the Combatant Command has been assigned authority under paragraph 5.1., above;

5.3.2.  The Commander of a command or force referred to in subparagraph 
5.3.1., above, shall communicate with other elements of the Department of Defense on 
any matter for which the Commander of the Combatant Command has been assigned 
authority under paragraph 5.1. according to procedures, if any, established by the 
Commander of the Combatant Command;

5.3.3.  Other elements of the Department of Defense shall communicate, with 
the Commander of a command or force referred to in subparagraph 5.3.1. on any matter 
for which the Commander of the Combatant Command has been assigned authority 
under paragraph 5.1., above, according to procedures, if any, established by the 
Commander of the Combatant Command; and
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5.3.4.  If directed by the Commander of the Combatant Command, the 
Commander of a command or force referred to in subparagraph 5.3.1. shall advise the 
Commander of the Combatant Command of all communications to and from other 
elements of the Department of Defense on any matter for which the Commander of the 
Combatant Command has not been assigned authority under paragraph 5.1.

6.  FUNCTIONS OF THE MILITARY DEPARTMENTS 

6.1.  The chain of command for purposes other than the operational direction of 
Combatant Commands runs from the President to the Secretary of Defense to the 
Secretaries of the Military Departments to the Commanders of Military Service forces.

6.2.  Subject to the authority, direction, and control of the Secretary of Defense, 
the Secretaries of the Military Departments are responsible for, and have the authority 
necessary to conduct, all affairs of their respective Departments, including the 
following:

6.2.1.  Recruiting.

6.2.2.  Organizing.

6.2.3.  Supplying.

6.2.4.  Equipping (including research and development).

6.2.5.  Training.

6.2.6.  Servicing.

6.2.7.  Mobilizing.

6.2.8.  Demobilizing.

6.2.9.  Administering (including the morale and welfare of personnel).

6.2.10.  Maintaining.

6.2.11.  The construction, outfitting, and repairs of military equipment.
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	chapter no. - Chapter 2
	chapter title - Risk Management Process

	sec quote - First reckon, then risk
	sec quote byline - Field Marshal Helmuth von Moltke
	intro text - This chapter provides the essence of the five-step risk management process. It illus...
	1st subhead - THE FIVE STEPS: AN OVERVIEW

	Body - Risk management is the process of identifying and controlling hazards to conserve combat p...
	bullet - • Step 1. Identify hazards.
	bullet - • Step 2. Assess hazards to determine risks.
	bullet - • Step 3. Develop controls and make risk decisions.
	bullet - • Step 4. Implement controls.
	bullet - • Step 5. Supervise and evaluate.
	Body - This five-step process is integrated into the military decision-making process as shown in...
	Body - FM�100�40 provides insight into the context in which the risk management process is applie...
	bullet - • Solving tactical problems (Chapter 1).
	bullet - • The science and art of tactics (Chapter 1).
	bullet - • Hasty versus deliberate operations (Chapter 1).
	bullet - • The plan-prepare-execute cycle (Chapter 1).
	bullet - • Basic tactical control measures (Chapter 2).
	bullet - • The factors of METT�T (Chapter 2).
	Body - Risk decisions should be based upon awareness rather than mechanical habit. Leaders should...
	bullet - • Tactical risk is risk concerned with hazards that exist because of the presence of eit...
	bullet - • Accident risk includes all operational risk considerations other than tactical risk. I...
	2nd sub - STEPS 1 AND 2

	Body - Steps 1 and 2 together comprise the risk assessment. In Step 1, individuals identify the h...
	2nd sub - STEPS 3 through 5

	Body - Steps 3 through 5 are the essential follow-through actions to effectively manage risk. In ...
	1st subhead - THE FIVE STEPS APPLIED
	2nd sub - STEP 1. IDENTIFY HAZARDS


	Body - A hazard is an actual or potential condition where the following can occur due to exposure...
	bullet - • Injury, illness, or death of personnel.
	bullet - • Damage to or loss of equipment and property.
	bullet - • Mission degradation.
	Body - Hazards are sources of danger or risks due to enemy or adversary presence and other condit...
	Body - The ability of unit leaders and staffs to identify hazards is key. One reality of today’s ...
	Body - The factors of METT�T provide a sound framework for identifying hazards when planning, pre...
	3rd sub - Mission

	Body - Leaders first analyze the assigned mission. They look at the type of mission to be accompl...
	bullet - • A scheme of maneuver that is difficult to understand or too complex for accurate commu...
	bullet - • The impact of operating under a fragmentary order (FRAGO).
	3rd sub - Enemy

	Body - Commanders look for enemy capabilities that pose significant hazards to the operation. For...
	bullet - • Assess potential advantages to the enemy provided by the battlefield environment.
	bullet - • Fully assess the enemy’s capabilities.
	bullet - • Understand enemy collection capabilities and friendly vulnerabilities to those capabil...
	bullet - • Accurately determine the enemy’s probable COAs.
	bullet - • Plan and coordinate active ground and aerial reconnaissance activities.
	bullet - • Disseminate intelligence about the enemy to lower levels.
	bullet - • Identifying terrorist threats and capabilities.
	Body - Intelligence plays a critical part in identifying hazards associated with tactical risk. I...
	bullet - • Identifying the opportunities and constraints the battlefield environment offers to th...
	bullet - • Thoroughly portraying threat capabilities and vulnerabilities.
	bullet - • Collecting information on populations, governments, and infrastructures.
	Body - FMs�34�130 and 34�60, respectively, provide detailed information on IPB and on counterinte...
	3rd sub - Terrain and Weather

	Body - In addition to those due to the enemy or adversaries, the most obvious hazards to military...
	bullet - • How long the unit has operated in the environment and climate.
	bullet - • Whether the terrain has been crossed before.
	4th sub - Terrain.

	Body - The five main military aspects of terrain—observation and fields of fire, cover and concea...
	bullet - • Observation and fields of fire. Hazards associated with this usually involve when the ...
	bullet - • Cover and concealment. Hazards associated with cover and concealment are created by th...
	bullet - • Obstacles. Hazards associated with obstacles may be accident or tactical. They may be ...
	bullet - • Key terrain and decisive terrain. Hazards are a marked advantage terrain provides to t...
	bullet - • Avenues of approach. Hazards associated with avenues of approach can affect both tacti...
	4th sub - Weather.

	Body - Weather works hand-in-hand with terrain to create hazards. To identify weather hazards, le...
	bullet - • Adverse effects of heat and cold hazards on the performance of soldiers.
	bullet - • Effects of climate and weather on maintenance of vehicles and equipment before beginni...
	bullet - • Hazardous effects of weather on the five military aspects of terrain.
	3rd sub - Troops

	Body - Leaders analyze the capabilities of available friendly troops. Associated hazards impact b...
	bullet - • Hazards to the physical and emotional health of soldiers. Inadequate sanitation facili...
	bullet - • Hazards to task organization or units participating in an operation. Hazards include h...
	bullet - • Hazards associated with long-term missions. Long-term missions include nation building...
	3rd sub - Time Available

	Body - The hazard is insufficient time to plan, prepare, and execute operations. Planning time is...
	3rd sub - Civilians

	Body - The commander’s legal responsibility is to consider hazards to, and safeguarding of, civil...
	bullet - • In a wartime environment. The commander must consider the hazard of collateral damage ...
	bullet - • In a peacetime environment. The commander must consider the political attitudes and pr...
	Body - Adversaries are hostile elements other than the enemy that may be encountered during any o...
	2nd sub - STEP 2. ASSESS HAZARDS

	Body - Step 2 completes the risk assessment. Risk is the chance of hazard or bad consequences. Th...
	Body - The incident must be credible in that it must have a reasonable expectation of happening. ...
	3rd sub - Substep A

	Body - Leaders and staffs assess each hazard in relation to the probability of a hazardous incide...
	Body - 
	fig 2-2 head - FREQUENT (A) Occurs very often, continuously experienced

	fig 2-2 body - Single item
	fig 2-2 body - Occurs very often in service life. Expected to occur several times over duration o...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs continuously during a specific mission or operation, or over a service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs very often in career. Expected to occur several times during mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs continuously during a specific mission or operation.
	fig 2-2 head - LIKELY (B) Occurs several times

	fig 2-2 body - Single item
	fig 2-2 body - Occurs several times in service life. Expected to occur during a specific mission ...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs at a high rate, but experienced intermittently (regular intervals, generall...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs several times in career. Expected to occur during a specific mission or ope...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs at a high rate, but experienced intermittently.
	fig 2-2 head - OCCASIONAL (C) Occurs sporadically

	fig 2-2 body - Single item
	fig 2-2 body - Occurs some time in service life. May occur about as often as not during a specifi...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs several times in service life.
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs some time in career. May occur during a specific mission or operation, but ...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs sporadically (irregularly, sparsely, or sometimes).
	Body - 
	Body - 
	fig 2-2 head - SELDOM (D) Remotely possible; could occur at some time

	fig 2-2 body - Single item
	fig 2-2 body - Occurs in service life, but only remotely possible. Not expected to occur during a...
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs as isolated incidents. Possible to occur some time in service life, but rar...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurs as isolated incident during a career. Remotely possible, but not expected t...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs rarely within exposed population as isolated incidents.
	fig 2-2 head - UNLIKELY (E) Can assume will not occur, but not impossible

	fig 2-2 body - Single item
	fig 2-2 body - Occurrence not impossible, but can assume will almost never occur in service life....
	fig 2-2 body - Fleet or inventory of items
	fig 2-2 body - Occurs very rarely (almost never or improbable). Incidents may occur over service ...
	fig 2-2 body - Individual soldier
	fig 2-2 body - Occurrence not impossible, but may assume will not occur in career or during a spe...
	fig 2-2 body - All soldiers exposed
	fig 2-2 body - Occurs very rarely, but not impossible.
	Caption - Figure 2-2. Hazard Probability (continued)
	3rd sub - Substep B


	Body - Substep B addresses the severity of each hazard. It is expressed in terms of—
	bullet - • Degree of injury or illness.
	bullet - • Loss of or damage to equipment or property.
	bullet - • Environmental damage.
	bullet - • Other mission-impairing factors such as lost combat power.
	Body - The degree of severity estimated for each hazard may be based on knowledge of the results ...
	fig 2-3heading - CATASTROPHIC (I) Loss of ability to accomplish the mission or mission failure. D...
	fig 2-3heading - CRITICAL (II) Significantly (severely) degraded mission capability or unit readi...
	fig 2-3heading - MARGINAL (III) Degraded mission capability or unit readiness. Minor damage to eq...
	fig 2-3heading - NEGLIGIBLE (IV) Little or no adverse impact on mission capability. First aid or ...
	Caption - Figure 2-3. Hazard Severity
	3rd sub - Substep C


	Body - In this substep leaders and staffs expand what they understand about probable hazardous in...
	Body - Figure 2-4 is a standardized matrix that can be used to assist in this process. Leaders an...
	Body - Figure�2-5 provides a summary of the levels of risk. It also provides examples of hazardou...
	new fig 2-5 - E - Extremely High: Loss of ability to accomplish the mission if hazards occur duri...
	new fig 2-5 - Example: A commander finds that one of his implied tasks to attack an objective inv...
	new fig 2-5 - H - High: Significant degradation of mission capabilities in terms of the required ...
	new fig 2-5 - Example: During a preplanned ambush, the leader discovers that the force he intends...
	new fig 2-5 - M - Moderate: Expected degraded mission capabilities in terms of the required missi...
	new fig 2-5 - Example: A commander in a defensive position receives a warning order to be prepare...
	new fig 2-5 - L - Low: Expected losses have little or no impact on accomplishing the mission. The...
	new fig 2-5 - Example: A mechanized task force (TF) conducting a movement to contact in a desert ...
	Caption - Figure 2-5. Levels of Risk (continued)
	2nd sub - STEP 3. DEVELOP CONTROLS AND MAKE RISK DECISIONS


	sec quote - Risk management is the recognition that decision making occurs under conditions of un...
	sec quote byline - FM 100-7, Decisive Force:
	sec quote byline - The Army in Theater Operations, May 1995
	Body - Step 3 is accomplished in two substeps: develop controls and make risk decisions. This is ...
	3rd sub - Substep A - Develop Controls

	Body - After assessing each hazard, leaders develop one or more controls that either eliminate th...
	4th sub - Types of Controls

	Body - Controls can take many forms, but fall into three basic categories—educational controls, p...
	bullet - • Educational controls. These controls are based on the knowledge and skills of the unit...
	bullet - • Physical controls. These controls may take the form of barriers and guards or signs to...
	bullet - • Avoidance. These controls are applied when leaders take positive action to prevent con...
	4th sub - Criteria for Controls.

	Body - To be effective, each control developed must meet the following criteria:
	bullet - • Suitability. It must remove the hazard or mitigate (reduce) the residual risk to an ac...
	bullet - • Feasibility. The unit must have the capability to implement the control.
	bullet - • Acceptability. The benefit gained by implementing the control must justify the cost in...
	fig 2-6 - Support Availability of adequate personnel, equipment, supplies, and facilities necessa...
	fig 2-6 - Standards Guidance and procedures for implementing a control are clear, practical, and ...
	fig 2-6 - Training Knowledge and skills are adequate to implement a control.
	fig 2-6 - Leadership Leaders are competent to implement a control.
	fig 2-6 - Individual Individual soldiers are sufficiently self-disciplined to implement a control.
	Caption - Figure 2-6. Criteria for Determining Acceptability of Controls
	4th sub - Examples of Controls.


	Body - Examples of controls include—
	bullet - • Engineering or designing to eliminate or control hazards.
	bullet - • Selecting a COA that avoids identified hazards.
	bullet - • Limiting the number of people and the amount of time they are exposed to hazards, cons...
	bullet - • Selecting personnel with appropriate mental, emotional, and physical capabilities.
	bullet - • Providing protective clothing, equipment, and safety and security devices.
	bullet - • Providing such services as adequate sanitation facilities and water purification capab...
	bullet - • Providing warning signs and signals.
	bullet - • Scheduling vehicle and aircraft silhouette drills.
	bullet - • Planning training, including rehearsals, rock drills, battle drills, and so forth.
	bullet - • Programming communications links for key civilian organizations.
	bullet - • Establishing battlefield controls such as areas of operations and boundaries, direct f...
	bullet - • Developing terrorist attack warning systems and response plans.
	Body - The key is to specify who, what, where, when, and how each control is to be used. For exam...
	bullet - • Planning and scheduling intensive threat and friendly vehicle identification refresher...
	bullet - • Programming installation of crashworthy passenger seats in the UH�60 Blackhawk, when m...
	bullet - • Requiring soldiers to wear flak vests and helmets during movement to contact, or when ...
	bullet - • Establishing strong continuity documents and planning overlap tours for key leaders fa...
	4th sub - Residual Risk.

	Body - Once the responsible leader develops and accepts controls, he determines the residual risk...
	bullet - • Residual risk is the risk remaining after controls have been selected for the hazard. ...
	bullet - • Overall residual risk of a mission must be determined when more than one hazard is ide...
	3rd sub - Substep B - Make Risk Decision

	Body - A key element of the risk decision is determining if the risk is justified. The commander ...
	Body - Leaders can use the risk assessment matrix in Figure�2�4—in conjunction with their command...
	2nd sub - STEP 4. IMPLEMENT CONTROLS

	Body - Leaders and staffs ensure that controls are integrated into SOPs, written and verbal order...
	bullet - • Appropriate superior, adjacent, and subordinate units and those executing the mission.
	bullet - • Logistics Civil Augmentation Program (LOGCAP) organizations and civilian agencies that...
	Body - The media, NGOs, and PVOs must be included in coordination when their presence impacts or ...
	Body - Leaders must explain how supervisors will implement controls. Examples of control implemen...
	bullet - • Conducting vehicle and aircraft silhouette drills.
	bullet - • Conducting rehearsals, rock drills, battle drills, and so forth.
	bullet - • Conducting intensive threat and friendly vehicle identification refresher training for...
	bullet - • Conducting orientation for replacement personnel.
	bullet - • Installing and maintaining communications links for key civilian organizations.
	bullet - • Operating in convoys of four vehicles minimum.
	bullet - • Carrying weapons and wearing flak jackets and helmets when outside secure compounds.
	2nd sub - STEP 5. SUPERVISE AND EVALUATE

	sec quote - Leaders must supervise the execution of their orders. The more untrained the troops, ...
	sec quote byline - Infantry in Battle, 1939
	Body - During mission preparation and execution, leaders must ensure that their subordinates unde...
	3rd sub - Supervise

	Body - Leaders supervise mission rehearsal and execution to ensure standards and controls are enf...
	Body - During sustained operations, leaders continue planning to ensure that controls emplaced at...
	bullet - • Climatic extremes.
	bullet - • NBC and hazardous waste contamination.
	bullet - • Diseases native to a particular area of operation or indigenous population.
	bullet - • Terrorist threats.
	3rd sub - Evaluate

	Body - After a mission, leaders and individuals evaluate how well the risk management process was...
	bullet - • Determine how to ensure that successes are continued to the next mission.
	bullet - • Capture and disseminate lessons learned so that others may benefit from the experience.
	bullet - • Consider the effectiveness of the risk assessment in identifying and accurately assess...
	bullet - • Determine whether the level of residual risk of each hazard and of the overall mission...
	bullet - • Evaluate the effectiveness of each control in reducing or removing risk, including whe...
	Body - Leaders and individuals determine why some controls were ineffective and what should be do...
	Body - Figure 2-7 shows that the risk management process continues throughout a mission as well a...
	1st subhead - TOOLS AND PITFALLS

	Body - The appendix�provides examples of risk management tools to help leaders assess identified ...
	Body - Units train to a standard. They operate and train regardless of the degree of real or perc...
	Body - Figure�A�7 provides an example of risk management considerations integrated into a mission...
	Body - Pitfalls arise when risk management tools are used without adaptation to the factors of ME...
	Body - Completing the risk assessment alone, but failing to identify effective controls, usually ...
	Caption - Figure 2-5. Levels of Risk
	Caption - Figure 2-7. Continuous Application of Risk Management
	Caption - Figure 2-1. Risk Management Steps Correlated with Military Decision-Making Tasks
	Caption - Figure 2-2. Hazard Probability
	Caption - Figure 2-4. Risk Assessment Matrix
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	chapter no. - Appendix
	chapter title - Examples of Risk Management Application

	intro text - The examples in this appendix are designed to help those charged with managing risk.
	1st subhead - Tracking Tool

	Body - The work sheet instructions are in Figure A-1.
	Body - The work sheet (Figure A-2) provides a starting point to logically track the process of ha...
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